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STATE OF CONNECTICUT
OFFICE OF POLICY AND MANAGEMENT

To: Heads of Executive Branch State Agenciey’

From:  Marc S. Ryan, Secretary
Office of Policy and Management

~Fies July26, 5065 e

- Subject:  personal Service Agreement Standards and Procedures / Revised Gidelines

This letter supersedes the letter from Secretary Reginald L. Jones dated July 1, 1996,
concerning Personal Service Agreements and Personal Service Contractors.

Attached are the revised standards and procedures for the approval of personal service
agreements, the criteria for obtaining a waiver from the competitive solicitation process,
personal service agreement activity reporting requirements, and the RFP process as
they apply to the use of personal service contractors by Executive Branch Agencies.

Please read these revised standards and procedures carefuily. The significant changés
are outlined on the attached page.

All changes become effective on September 1, 2002. The new request forms must be
used for all requests submitted on and after September 1, 2002.

The revised standards and procedures should be distributed to all appropriate staff. The
standards and procedures are available oniine at ‘
www.opm.state.ct.us/mgmt/psa/psaguide.htm. Staff should be encouraged to download
and retain the document for reference. The new forms are also available at that web
address.. For those who do not have access to the Internet, the documents can be .
provided on a floppy disk upon request.

Each agency currently has procedures for implementing OPM's Personal Service
Agreement Standards and Procedures on file at OPM. At this time, please submit a
memo indicating that the changes outlined in this document have been incorporated into
your agency procedures. This memo should be addressed to John A. Mengacci, Under
Secretary, Strategic Management Division, Office of Policy and Management, Hartford,
CT 06106.

Questions on the revised standards and procedures or the personal service agreement
approval process should be directed to Marianne Courchaine at (860) 418-6237.

c: Chief Fiscal Officers
Agency Fiscal Coniacts

450 Capitol Avenue  Hartford, Connecticut 06106-1308
www.opm.state.ct.us
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CHANGES OF NOTE:

Addition: Definition of an executed personal service agreement
Update: Justifications for waiving the competitive bidding process

New: Requirement for documentation of the process used to determine
the rate to be paid to a contractor chosen through a non-competitive

Update: Reporting requirements

New: Agency submittal of required reports

Update: RFP’s must be advertised if estimated cost is more than $50,000
New: Required request form when fewer than three acceptable bids are
received in response to an RFP, eliminating the requirement for copies of
the RFP, advertisement, and mailing list

Update: Evaluations are to be completed for all personal service
contractors and are to be kept in the agency contract file, eliminating the

need for submission to OPM

New: Appendix section containing information on statutory references
and other helpful information

New: Instructions on submitting request forms

New: Request for Personal Service Agreement Form

New: Request for Waiver from Competitive Solicitation Form

New: Request for Amendment Form

New: Fewer than three Acceptable Bids Received in Response 10 an
RFP Form '

This form must be signed by the Agency Head or Deputy

New: Personal Service Contractor Evaluation Form



To:

From:

Cc:

Date:

Subject:

DPW Liaisons & Staff - see distribution list on page 2

David Busanet
DPW Procurement

Commissioner Anson, Deputy Commissioner Delahunty, Director of
Adm. & Risk Mgt. Ann Nichols and Chief Financial Officer Bruce

AL

August 28, 2002

Changes to OPM's Personal Service Agreement Standards and Procedures
DPW Purchasing Manual Appendix H - Effective September 1, 2002

Please review these changes, réplace Appendix H with the new guidelines and inform the
staffin your division or unit of these changes. You should focus on pages 5, 11, 12 13, 17
and pages 18 through 22 for new and revised forms. Please remember to use the new and

revised forms.

Changes are as follows:
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Page 10

Page 11

Page 11

Page 12

Page 1 of 2

The Glossary of Terms has been revised to include a new definition,
"Executed Personal Service Agreement.” '

" A new section title Overview has been added making revisions to the

services that qualify for waiver from competitive bidding.

Services mandated by legislation must reference it.

There is 2 new requirement as a note, which requires the documentation of
the process used to determine the rate to be paid a contractor chosen

through a rnon-competitive process.

The-agericy is again required to report the PSA activities of the preceding
6 months to OPM by the end of January and July.

The agency is required to the use the provided spreadsheet as the means of
reporting to OPM. :

RFP's required to be advertised have changed from those estimated at
$20,000 to those $50,000 or more.

Minority media must also be used for advertising.

When there are fewer than three bid responses to an RFP with a cost
exceeding $50,000 use the new Form.



Page 12 Copies of RFP, ad or mailing lists are no longer {o be submitted to

OPM.

Page 13 Evaluations must be complsted for all PSA's and kept with the unit's PSA

Contract File.

Page 17 New section: Instructions for submitting request forms

Page 18 New PSA Request Formn, changed from $20,000 to over $50,000

Page 19 Revised form: Waiver from Competitive Solicitation Form

Page 20 Revised form: Request for Amendment Form

Page 21 New form: Fewer than Three Acceptable Bids Received in Response to

RFP Form
Page 22 Revised form: PSA Evaluation form
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Statutory Basis
Connecticut General Statutes Sections 4-212 through 4-219 inclusive require that the Office of
Policy and Management establish standards to be followed by executive branch agencies
entering into personal service agreements. The attached document contains these standards.

Each executive branch agency has established written procedures for implementing the

. standards established by OPM. On and after July 1, 1994, no executive branch agencymay

execute a personal service agreement unless the Secretary of OPM has approved the
procedures established by the agency.

Glossary of Terms
The following terms used in this document are defined as follows:
Executed Personal Service Agreement — a personal service agreement that has been signed -
by all parties, including the Office of the Attorney General, if applicable. No contractor should be
working without an executed personal service agreement.

OPM - Office of Policy and Management

Personal service agreement - a written agreement defining the services or end product to be
delivered by a personal service contractor to a state agency :

Personal service contractor - any person, firm or corporation not employed by the state, who is
hired by a state agency for a fee to provide services to the agency

The term personal service contractor does not include:

e apersen, firmor corporatlon providing "contractual services," as defined in CGS

Sec. 4a-50*

a consultant, as defined in CGS Sec. 4b-55*

a consultant, as defined in CGS Sec. 13b-20b*

an agency of the federal government, of the state or of a political subdivision of the

state
PSA — personal service agreement
Secretary - the Secretary of the Office of Policy and Management

State agency - a departrrient, board, council, commission, institution or other agency of the
executive department of state government

* Information on these statutory references can be found in the Appendix.

Effective September 1, 2002 1



Evaluating the Need for a Personal Service Agreement

Before requesting the use of a personal service contractor, agencies are- expected to consider
alternatives such as:

using agency staff
requesting resources from other state agencies
seeking non-compensated assistance from outside resources

At times, the use of an outside personal service contractor may be specified by legisiative
mandate or by a federal agency. :

The process for entering into a personal service égreement wilf depend on the dollar amount and
the term of the proposed agreement. There are separate criteria for:

agreements costing $20,000 or less, and with a term of one year or less

agreements costing over $20,000 but $50,000 or less, and with a term of one year or less
agreements costing more than $50,000

agreements with a term of more than one year

amendments

bid solicitation that results in fewer than three acceptable bids

Personal Service Agreements with Individuals

Per Connecticut General Statutes Section 4a-7a(b) a personal service agreement between a
state agency and an individual shall have a term of not more than one year. Note: Any such
personal service agreement may be extended or renewed, for an unlimited term, provided the
appropriate collective bargaining representative, the Commissioner of Administrative Services
and the joint standing committee of the General Assembly having cognizance of matters relating
to labor and public employees are notified of such extension and renewal. '

Prior to contracting with an individual for personal services, an agency is responsible for
determining if the characteristics of an employee/employer relationship exist. The Internal
Revenue Service (IRS) has identified 20 factors that are used as guidelines to determine whether
sufficient control is present to establish an employee/employer relationship. These IRS Common-
law Rules are available in the Office of the State Comptroller Accounting Manual, Section 3.2 of

- Commitments, at www.osc.state.ctus/StateAcct/commitments/commitments. htm#COMMITMENT
DOCUMENTS. If an individual does meet the characteristics of an employee, an agency should
follow procedures for placing the individual on the agency payroil. -

If the value of the PSA with an individual exceeds $3,000 per fiscal year, the Department of
Administrative Services (DAS) needs to determine if a waiver of the classified service is
appropriate before the hiring of such individual. '

Effective September 1, 2002 2

purchasing corvices on 4 Cooperative basis with ofher state agenc|es e e e



If the individual is a State employee, in accordance with C.G.S. Section 5-208a, no state
employee shall be compensated for services rendered to more than cne state agency unless: the
appointing authority of each agency or his designee ceriifies that the duties performed are outside
the responsibility of the agency of principal employment; the hours worked at each agency are
documented and reviewed to preclude duplicate payment; and no conflicts of interest exist
between services performed.

Retired State Employees

Retired members of the State Employee Retirement System should not be placed on personal
service agreements, they are to be placed on the regular payroll in 120 day positions. Retirees
who are reemployed by the State can work no-more than 120 working days in a calendar year
without impairing their pension rights. ' *

Code of Ethics for Public Officials and State Employees

The Guide to the Code of Ethics for Public Officials and State Employees issued by the Ethics
Commission states that no former executive branch or quasi-public agency official or employee
shall, for one year after leaving state service, represent anyone (other than the state) for
compensation before the agency in which he or she was employed at the time of [eaving state
service, concerning any matter in which the state has a substantial interest. The Ethics
~ Commission has established a policy to allow former state servants to enter into consulting and
other employment contracts with their former agencies within the one-year period. Specifically,
such conduct is permitted as long as the reemployment is at no greaier pay level then the
individual was receiving at the time of separation from state service plus necessary expenses.

Effective September 1, 2002 3




Overview of the Review / Approval Process

Note: Personal Service Agreements with a cost of $20,000 or less and a term of 1 year or less
do not require review and approval by OPM. :

The following situations require that request forms be submitted to OFPM for review / approval
before an agency can enter into a personal service agreement. Please remember that no

...contractor.should be working without. an executed personal service agreement.

Non-competitive agreements with a cost greater than $20,000 require the submittal of the
Request for Waiver from Competitive Solicitation form.

Agreements with a term of more than one year require the submittal of the Request for Personal
Service Agreement form. If these agreements are non-competitive, the Request for Waiver from

Competitive Solicitation form is also required.

Competitive agreements with a cost greater than $50,000 require the submittal of the Request for
Personal Service Agreement form. '

Amendments to existing agreements require the submittal of the Request for Amendment form
when:

» The cost of the original agreement was greater than $50,000
e The amendment has a cost of one hundred percent or more of the cost of the original
agreement
The amendment increases the cost of the agreement to more than $50,000
The amendment extends the term of the agreement beyond one year '
The amendment is the second or subsequent amendment, regardless of cost

Requests must be complete when submitted. Incomplete requests will not be processed
until all necessary information has been provided by the agency submitting the request.

The Office of Policy and Management shall approve or disapprove an agency's request within
fifteen (15) business days after receipt of the request and all necessary supporting
information/documentation. If action is not taken within the fifteen (15) day period, the request

is deemed to be approved.
. All request forms are to be submitted to:
The Office of Policy and Management
Strategic Management Division — MS#54MGT

450 Capitol Avenue
Hartford, CT 06106

Effective September 1, 2002 4



All Personal Service Agreements
Cost: $20,000 or Less, Term: One Year or Less

Personal Service Agreements with a cost of $20,000 or less and a term of one yea.r or less do not
require review and approvai by OPM.

. Competitive Personal Service Agreements _

- Cost .Over 520,000 but Locs than $50,000, Term: One Vomr or Lage

Personal Service Agreements with a cost over $20,000 but less than $50,000 and a term of one
year or less that are the result of a competitive selection process do not require review and
approval by OPM.

Waiver from Competitive Solicitation Requirement for Personal Service Agreements
Cost: Over $20,000, Term: One Year or Less
Cost: Any, Term: More than One Year

If an agency determines that a non-competitive solicitation is necessary, it must apply to the
Secretary of OPM for a waiver from the competitive requirement by submitting the Request for
Waiver from Competitive Solicitation form. Non-competitive contracting can occur only if the
Secretary grants the requested waiver.

Servicesrthat may qualify for & waiver from the competitive requirement are:

e services for which the cost to the state of a competitive selection procedure would outweigh
the benefits of such procedure, as documented by the state agency

e sarvices for which the contractor has proprietary or patent rights _
services that are to be provided by a gontractor who is mandated by the general statufes or a
public or special act (provide statutory referencey

e emergency services, including services needed for the protection of life or health
services provided by a contractor who has special capability or unigue experience

An agency must provide detailed substantial justification when requesting a non-competitive
selection. '

NOTE: Along with the justification for selecting a contractor through a non-competitive
process, an agency must document the process used to determine the proposed rate that

will be paid to the contractor.

As stated on page 2 of this document, Connecticut General Statutes Section 4a-7a(b) states that
a personal service agreement between a state agency and an individual shall have a term of not
more than one year. Note: Any such personal service agreement may be extended or renewed,
for an unlimited term, provided the appropriate collective bargaining representative, the
Commissioner of Administrative Services and the joint standing committee of the General
Assembly having cognizance of matters relating to labor and public employees are notified of

" such extension and renewal.

Effective September 1, 2002 5



All Personal Service Agreements
Cost: Over $50,000, OR Term: Over One Year

" No state agency may execute a personal service agreement having a cost of more than $50,000
or a term of more than one year without the approval of the Secretary of OPM. Approval must be
sought before the development of a Request for Proposal.

A state agency.may.apoly. for approval from the Secretary by submitting the following information

~to OPMon the Request for Personal Service Agreement form:

« whether the agency intends to secure the services through a competitive process (if non~
competitive, a Request for Waiver from Competitive Selection must also be submitted)

a description of the services to be purchased

a description of the need for such services

an estimate of the cost of the services

the proposed term (start/end dates) of the agreement

whether the services are to be on going S

whether the agency has contracted out for such services during the preceding two years and,

if so, -

o the name of the contractor

o term of the agreement with such contractor

o the amount paid to the contractor

o whether the services were abtained through a competitive process
whether any other state agency has the resources to provide the services
whether it is possible to purchase the services on a cooperative basis with other state
agencies

As stated on page 2 of this document, Connecticut General Statutes Section 4a-7a(b) states that
a personal service agreement between a state agency and an individual shall have a term of not
‘more than one year. Note: Any such personal service agreement may be extended or renewed,
for an unlimited term, provided the appropriate collective bargaining representative, the
Commissioner of Administrative Services and the joint standing committee of the General
Assembly having cognizance of matters relating to labor and public employees are notified of
such extension and renewal. -

Effective September 1, 2002 6



Amendments to Personal Service Agreements

To amend a personal service agreement, an agency must request approval from OPM (Request
for Amendment form) if:

» the cost of the original agreement was over $50,000 ~
e the amendment has a cost of one hundred per cent or more of the cost of the original

_agreement

‘s the amendment increases the cost of the agreement to more than fifty thousand dollars

¢ the amendment extends the term of the agreement beyond one year
s the amendment is the second or subsequent amendment regardless of cost

As stated on page 2 of this document, Connecticut General Statutes Section 4a-7a(b) states that
a personal service agreement between a state agency and an individual shall have a term of not
more than one year. Note: Any such personal service agreement may be extended or renewed,
for an unlimited term, provided the appropriate collective bargaining representative, the
Commissioner of Administrative Services and the joint standing committee of the General
Assembly having cognizance of matters relating to labor and public employees are notified of
such extension and renewal.

Effective September 1, 2002 - 7




Reminders / Information to Keep in Mind when Completing PSA Requests

All personal service agreement request forms must be complete when submitted. Incomplete
requests will not be processed until any requested information or clarification has been received

from the agency.

OPM has 15 business days from the date a complete request is received in which fo approveor

disapprove the request. If additional information is requested from an agency, the 13-days do not
“begin until all additional information requested has been received by OPM. -

OPM will not approve requests for retroactive personal service agreements. No contractor
should be working without an executed PSA (signed by the Contractor, the Agency Head and the
Attorney General's Office, if applicable). Requests should be submitted to OPM at least one
month prior to the anticipated start date of a PSA. '

If a PSA has expired, it cannot be amended. Review the status of your PSAs well in advance
of the expiration date to determine the status and whether changes need to be made prior to the

expiration date.

Provide a complete description of the services to be provided. Keep in mind that those reviewing
your request may not be familiar with your program. Avoid using acronyms and technical terms

“ without providing an explanation. Keep your explanation simple while providing enough
information to give people an understanding of what will be done under the PSA.

Provide a complete explanation of the need for the services. If the services are required by
statute, provide the statutory reference.

Provide an estimate of the cost of the PSA. This figure is a “not to exceed” figure. Also, provide
the funding information (use account numbers, not word descriptions).

Regarding non-competitive PSAs, provide an explanation of any/ail items checked on the form as
justification. Provide as much information as possible. As competitive bidding is strongly .
recommended, the justification for a non-competitive PSA must be strong. if your reason for the
non-competitive PSA is that the chosen contractor has special capability or unique experience, be
sure to detail what makes this contractor uniquely qualified to perform these services.

Any question asked on the request forms must be answered. Not completing the form will resuit
in processing delays.

Make sure the request form is signed before sending it to OPM for review.

Effective September 1, 2002 8



Personal Service Agreement Reporting Requirements

I. PSAs with a Cost of $20,000 or less and a term of one year or less

For personal service agreement that fall within the above listed categories, information on activity

PSAs that fall under CGS Sec. 4a-50, 4b-55 and 13b-20b
PSAs with Federal or State Agencies

must be provided to OPM by the end of January and July of each year for the preceding 6

months.

The reporting requirements are:

1. For each personal service agreement that is executed during the 6-month period:

O 0 000

the name of the personal service contractor |
a description of the services to be provided
the term (start/end dates) of the agreement

. the cost of the agreement

the method of selecting the contractor

2. For each personal service agreement that is in effect during the 6-month period:

Q

o

the amount of all payments made during the six-month period to the contractor, by

funding source (agency/fund/SIiD)
the amount of any federal or private funds allocated for such payments

PSAs with a Cost of more than $20,000 but not more than $50,000
and a Term of One Year of Less

For personal service agreements that fall within this category, the following information must be
provided to OPM at the same time the PSA is submitted to the Commissioner of the Department

of Administrative Services or to the Attorney General:

0000000

the name of the personal service confractor

a description of the services to be provided

the term (star/end dates) of the agreement

the cost of the agreement

the method of selecting the contractor ,

the state fund {agency/fund/SID) from which the contractor will be paid
whether any federal or private funds will be aflocated for such payments

Effective September 1, 2002 9



Agency Submittal of Required Reports
Information on persenal service agreement activity will be reported to OPM by means of a
spreadsheet that OPM has distributed fo all agencies.
OPM Submittal of Required Report on Personal Service Agreement Activity

OPM will compile the information submitted by agencies on a fiscal year basis and provide a -
report on personal service agreement activity to the General Assembly.

Any agency not submitting the required data will be listed as non-compliant in the report.

Effective September 1, 2002 10



Key Elements of a Request for Proposal
For proposals that are to be competitively bid, a Request for Proposal '(RFP) must be developed.
The RFP shall include, but not be limited to:

an outline of the work to be performed

_the reauired minimum qualifications for the contractor . -
criteria for review of proposals by the agency R
the format for proposals ,
the deadline for submitting proposals

Advertising for Personal Service Contractors

Once the Request for Proposal is drawn up, an agency should contact its Affirmative Action

Officer, Purchasing Officer or the Department of Administrative Services for a current listing of

minority vendors and media. This fist can be found at
www.das.state.ct.us/Purchase/SetAside/SAPVendor.asp.

Potential bidders need to be made aware of the request for proposals. In cases of services
estimated to cost more than $50,000, agencies need to advertise in appropriate publications
(including minority media) considering circulation volumes and geographic areas.

A sample advertisement:

REQUEST FOR PROPOSAL

The state of Connecticut (inserf Agency Name) is seeking proposals from contractors for
(insert Project Name). The intent of this request is to identify firms with the necessary
expertise to (insert a brief description of the purpose and scope of the service).

(Optional) A Bidders' Cdnference wii] be held (insert location, date, ’time).

Copies of the Request for Proposal may be obtained from (insert contact person, title,
agency, address, telephone number). Deadline for response submission is (insert time,
date).

Agencies should distribute the RFP fo those requesting copies as a result of advertisements and

to those on an applicable agency bidders list. RFPs should also be distributed to small

contractors and minority vendors listed by the agency’s Affirmative Action Office, Purchasing
Office or the Department of Administrative Services. ‘

It is essential to avoid.giving one contractor any advantage over others. The process for

contractors to get their questions answered should be clearly described. Answer questions
concerning the RFP in writing to all interested vendors or at the Bidders' Conference.

Effective September 1, 2002 11



Information on the requirements of the Commission on Human Rights and Opportunities (CHRO)
for RFPs and bids can be found on the CHRO website (www.state.ct.us/chro/).

Evaluating Proposals

Proposals are to be evaluated by a screening committee set up by the agency. The commitiee

must use the criteria described in the RFP, and each committee member must use the same

format for rating all the valid proposals received.

Selecting a Coniractor

At the end of the ratihg, the screening committee creates a ranked list using the point value and
other rating criteria. The names of the top three proposers are 1o be sent to the agency head,
who will decide which contractor receives the contract.

Consultants not selected shduid be notified and thanked fdr their interest and participation.

Agenciés should submit the Contract Award Notice
(www.state.ct.us/chro/metapages/CentractCompliance/GC forms/aa~ce1.pdf) to CHRO once the

award has been made.

Reminder — Agencies should be aware they should comply with small business and set aside
programs found in CGS 4a-60g when entering into PSAs. Each state contract should contain the
nondiscrimination provisions found in CGS 4a-60(a) and CGS 4a-60a(a).

* Information on these statutory references can be found in the Appendix.

Fewer than Three Acceptable Bids

If fewer than three proposals meeting the RFP requirements are received and the agency head
selects a proposal with a cost exceeding $50,000, the agency may not enter into a PSA with the
contractor without written approval from the Secretary of OPM.

To obiain an approval, submit the Fewer than Three Acceptable Bids Received in Response to
an RFP Form to OPM for review. The information provided on this form should show that the
agency has taken all reasonable steps fo obtain at least three bid proposals or to demonstrate
that there are fewer than three qualified contractors available.

Effective September 1, 2002 12



Managing Contracts

Agency management should assign a specific person to oversee each personal service
agreement. ‘

Responsibilities include but are not fimited to:

- = monitering-and reporting on the.contractor's activities: work progress, costs to date, the

I'F AT

current estimated completion date, problems encountered and solutions proposed
assuring an adequate flow of accounting and program information

ensuring appropriate agency assistance to the contractor

keeping appropriate records to evaluate the contractor’s performance

completing the Personal Service Agreement Evaluation when the contract has been
completed and making sure that it is included in the Agency contract file

Evaluating Personal Service Contractor Performance
Not later than 60 days after a personal service contractor completes work on a personal service
agreement, the state agency shall prepare a written evaluation of the contractor's performance.
These evaluations are to be kept as part of the agency contract file.

Please use the Personal Service Agreement Evaluation Form.

Effective September 1, 2002 13



Appendix
Sta tutory References

CGS Sec. 4a-50 - contractual services are defined as any and all laundry and cleaning service; pest control

service; janitorial service; security service; the rental and repair, or maintenance, of equipment, machinery
anid other statesowned personal property;-advertising and photostating; mimeographing; and other service

arrangements where the services are provided by persons other than state employees. [The term "other
service arrangements" is interpreted to mean services of a non-advisory, non-planning or non-
developmental nature.]

CGS Sec. 4a-60(a) — Nondiscrimination and affirmative action provisions in contracts

CGS Sec. 4a-60g - Set-aside program for small contractors, minority business enterprises, individuals with
disabilities and nonprofit corporations.

CGS Sec. 4a-60a(a) — Nondiscrimination on the basis of sexual orientation

CGS Sec. 4b-55 - consultant is defined as any architect, professional engineer, landscape architect, land
surveyor, accountant, interior designer, environmental professional or construction administrator, who is
registered or licensed to practice the profession for which such person is licensed or registered in
accordance with the applicable provisions of the generai statutes, or any planner, construction manager or
financial specialist. [The use of the term consultant is interpreted to mean consultents to the Department of

Public Works]

CGS Sec. 13b-20b - consultant is defined as any architect, professional engineer, landscape architect,
land surveyor or accountant who is registered or licensed to practice his profession in accordance with the
applicable provisions of the general statutes, any planner or any environmental, management or financial
specialist [The use of the term consultant is interpreted to mean consultants to the Department of

Transportation.]

Personal Service Agreements with Individuals

e Per Connecticut General Statutes Section 4a-7a(b) 2 personal service agreement between a state
agency and an individual shall have a term of not more than one year. Note: Any such personal
service agreement may be extended or renewed, for an unlimited term, provided the appropriate
collective bargaining representative, the Commissioner of Administrative Services and the joint
standing committee of the General Assembly having cognizance of matters relating to labor and
public employees are notified of such extension and renewal.

e Prior to contracting with an individual for personal services, an agency is responsible for
determining if the characteristics of an employee/employer relationship exist.- The Iniernal
Revenue Service (IRS) has identified 20 factors that are used as guidelines to determine whether
sufficient control is present to establish an employee/employer relationship. These IRS Common-

" law Rules are available in the Office of the State Comptroller Accounting Manual, Section 3.2 of
Commitments, at www.osc.state.ct.uslStateAcctfcommitmentsfcommitments.htm#CO_MMETMENT
DOCUMENTS. If an individual does meet the characteristics of an employee, an agency should
follow procedures for placing the individual on the agency payrol.

e Ifthe value of the PSA with an individual exceeds $3,000 per fiscal year, the Department of

Administrative Services (DAS) needs to determine f a waiver of the classified service is
appropriate before the hiring of such individual. Co

Effective September 1, 2002 14



e [fthe individual is a State employee, in accordance with C.G.8. Section 5-208a, no state employee
shall be compensated for services rendered to more than one state agency unless: the appointing
authority of each agency or his designee certifies that the duties performed are outside the
responsibility of the agency of principal employment; the hours worked at each agency are
decumented and reviewed to preclude duplicate payment; and no conflicts of interest exist between
services performed.

Retired State Employees

Pty

_Ratired members of the State Emplayee Retirement System should not be placed on personal service

agreements, they are to be placed on the regular payroll in 120 day positions. Retirees who are
reemployed by the State can work no more than 120 working days in a calendar year without impairing

their pension rights.

Code of Ethics for Public Officials and State Employees

The Guide to the Code of Ethics for Public Officials and State Employees issued by the Ethics Commissicn
states that no former executive branch or quasi-public agency official or employee shall, for one year after
Jeaving state service, represent anyone (other than the state) for compensation before the agency in which
he or she was employed at the time of [eaving state service, concerning any matter in which the state has a
substantial interest. The Ethics Commission has established a policy to allow former state servants to
enter into consulting and other employment contracts with their former agencies within the one-year period.
Specifically, such conduct is permitted as long as the reemployment is at no greater pay level then the
individual was receiving at the time of separation from state service plus necessary expenses.

Contractors Should be Selected through a Competitive Process

All personal service agreements shall be based on competitive negotiation or competitive quotation’
whenever possible. If an agency decides to enter into a non-competitive personal service agreement that
has a cost of more than $20,000, the agency purchasing the services must apply to the Secretary of OPM
for a waiver from such requirement, Nan-competitive contracting can occur only if the Secretary grants the
waiver request. (See the section of this document entitled Waivers from Competitive Solicitation on page 5

for further information.)
Requests Must Be Complete When Submitted to OPM
Requests for Personal Service Agreements shall be compiete at the time of submission by an agency.

Requests with incomplete information or documentation shall not be processed until all required infermation
has been submitted by the agency. '

OPM Must Take Action Within 15 Business Days
The Secretary shall approve or disapprove an agency's request for a personai service agreement within

fiteen-(15) business days after receipt of a complete request, including all necessary supporting
information. If action is not taken within the fifteen (15) day period, the request is deemed to be approved.

Effective September 1, 2002 15



Personal Service Contractor Evaluations

actor completes work on a personal service agreement

Not later than 60 days after a personal service contr
f the contractor’s performance. These evaluations are

the state agency shall prepare a written evaluation o
to be kept as part of the agency contract file.

Please use the Personal Service Agreement Evaluation Form.

Effective September 1, 2002 16



NEW PERSONAL SERVICE AGREEMENT REQUEST FORMS

The forms on the following pages are shown here only for demonstration / informational
purposes.

The online versions of these forms, which should be used to submit requests, are located online
at www.oom.state.ct.us/mgmt/psa/psaguide.htm.

Prior to completing any of the request forms, refer to the internal personal service agreement ™~

procedures established within your agency.
To submit a request for personal service agreement:

Fill out the request form on the computer.

Print the form.

Have the form signed by the appropriate person at your agency.

Forward all requests to: The Office of Policy and Management
Strategic Management Division — MS#54MGT
450 Capitol Avenue
Hartford, CT 06106

BN =

Description of the Forms

Request for Personal Service Agreement form —to be used for all proposed personal service
agreements with an estimated cost of more than $50,000 and for all agreements with a proposed
term of more than one year, regardless of cost.

Request for Waiver from Competitive Solicitation — to be used for all proposed non-competitive
agreements with a cost of more than $20,000 and a term of one year or less, or for any
agreement with a term of more than one year.

Request for Amendment form ~to be used when requesting an amendment to an existing
personal service agreement. The conditions for use are listed on the form.

Fewer than Three Acceptable Bids Received in Response to an RFP form —to be used to certify
that appropriate steps were followed when conducting a competitive process to select a
contractor. : ‘

Personal Service Contractor Evaluation form —to be used to evaluate contractor performance
within 60 days of contract completion. This form is to be kept in the agency contract file.

Effective September 1, 2002 17



FOR OPM USE ONLY

DATE RECEIVED

REQUEST FOR PERSONAL SERVICE AGREEMENT

Submlt thls form when requestlng a personal service agreement with a cost greater than $50,000

ora tarm- greafcr than ana year,

Agency Name/Address: ' Date:
Requester's Name and Title: Requester's Signature:
[ Approved [ ] Disapproved Secretary, Office of Policy & Management _ Date:

Type of Proposal: [] Competitive [] Non-Competitive™
Name and Address of Contractor:
Description of Services (Purpose, Scope, Activities, Outcomes):
Need for the Services:
Proposed Term of Contract (start/end dates):
Estimated Cost of Services: Account (agency/fund/SID):
Wl“ the services (irrespective of vendor) be on going? [ Yes O No
Has the agency contracted out for these services during the precedlng two. years? [ Yes [ No
If yes, provide the following information:
~» Name of contractor:

« Term of agreement:

« Amount paid to contractor:

« Competitive or Non-competitive:
Do other state agencies have the resources to provide these services? | Yes [1 No

Can the services be purchased on a cooperative basis with other state agencies? 1 Yes [ 1 No

[ Yes [ No Is this a PSA with an individual? (if yes, please refer to the information on PSAs with
individuals on page 2 of the Personal Service Agreement Standards and Procedures)

Agency Contact: _ Phone:

* If non-competitive, a Request for Waiver from Competitive Solicitation must be submitted along with this
form. -

Return this form to: Office of Policy and Management, Strategic Management Division — MS#54MGT,
450 Capitol Avenue, Hartford, CT 06106.
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FOR OPM USE ONLY

DATE RECEIVED

REQUEST FOR WAIVER FROM COMPETITIVE SOLICITATION

This form is to be submitted for any non-competitive personal service agreement

- with a cost greater-than-$20;800-(if the term-of the agreement is-ene-year.or l888Y.

or for any non-competitive agreement with & term greater than one year.

Agency Narme/Address: Date:
Requester's Name and Title: Requester's Signature:
[] Approved [ | Disapproved Secretary, Office of Policy & Management _ Date:

Name and Add-ress of Contractor:

Description of Services {Purpose, Scope, Activities, Outcomes):

Need for the Services:

Proposed Term of Contract (start/end date):

Estimated Cost of Services: Account (agency/fund/SID):

Attach a separate sheet with information documenting the process used to determine the rate that
will be paid fo the contractor. :

Acceptable criteria for requesting a non-competitive personal service agreement are listed below.
Check all items that apply.

7] The cost to the state of a competitive selection procedure would outweigh the benefits of such
procedure (documentation must be provided)

(] Proprietary services / patent rights _

] Services to be provided by a contractor mandated by the general statutes or a public or speciat act
(provide specific reference) ,

] Emergency services, including services needed for the protection of life or health

[] Contractor has special capability or unique experience

[l Other

Explain in detail any item checked above on a separate page. Attach supporting documentation.

[1 Yes [] No Is this a PSA with an individual? (If yes, please refer to the information ont PSAs with
individuals on page 2 of the Personal Service Agreement Standards and Procedures)

Agency Contact: Phone:

Return this form to: Office of Policy and Management, Strategic Management Division — MS#54MGT,
450 Capitol Avenue, Hartford, CT 06108,
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FOR OPM USE ONLY

DATE RECEIVED

REQUEST FOR AMENDMENT

This form is to be submitted when requesting an amendment to an existing

...._Personal Service Agreement (PSA).

Agency Name/Address: - Date:
Requester's Name and Title: Requester's Signature:
I:]V Approved [ | Disapproved Secretary, Office of Paolicy & Management Date:

Name and Address of Contractor:

[] Yes [ No Was the cost of the original PSA more than $50,0007 ‘

[T Yes [ No Is the cost of the amendment 100% or more of the cost of the original PSA?

% Yes [ ] No Does the amendment increase the cost of the PSA to more than $50,0007
L]

No Does the amendment extend the terms of the PSA beyond a one-year pericd?
] Yes [ ] No ls this the second or subsequent amendment to the PSA?

] Yes [] No ls this a PSA with an individual? (If yes, please tefer to the information on '
extensions/renewals of PSAs with individuals on page 2 of the Personal Service Agreement Standards and

Procedures)
Original Agreement: [] Competitive [] Non-Competitive
Description of Original Services (Purpose, Scope, Activities, Qutcomes):
Term of Original Contract (start/end date):
Term of this Amendment (start/end date):
Cost of Original Services: Account {agency/fund/SID):
Cost of this Amendment: Account {(agency/fund/SID):
Cost of Prior Amendments: ‘
Total Cost of Amended Services (original cost plus cost of all amendments):
Number of prior amendments:
Description of services to be covered by this amendment (Purpose, Scope, Activities, Qutcomes):
Need for the amendment:
Reasons why a new RFP and Personal Service Agreement are not needed:
Agency Contact: _ Phone:
Return this form to: Office of Policy and Management, Strategic Management Division — MS#54MGT,
450 Capitol Avenue, Hartford, CT 08106.
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FOR OPM USE ONLY

DATE RECEIVED

FEWER THAN THREE ACCEPTABLE BIDS RECEIVED IN RESPONSE TO RFP

REQUEST FOR NON-COMPETITIVE PERSONAL SERVICE AGREEM ENT

This form is to be submitted if the cost of a personal service agreement exceeds $50,000 and fewer than ™"

three acceptable bids were received in response to an RFP.

Either the Agency Head or the Deputy must sign this form.

Agency Name/Address: ' _ Date:
Requester's Name and Title: Réquester’s Signature:
] Approved [] Disapproved Secretary, Office of Policy & Management Date:

Name and Address of Contractor:
Description of Services (Purpose, Scope, Activities, Quicomes):
Need for the Services:
Propesed Term of Contract (start/end date):
Estimated Caost of Services: Account {agency/fund/SID}.
] Yes [ No Is this a PSA with an individual? _
' If yes, please refer to the information on PSAs with individuals on page 2 of the Personal
Service Agreement Standards and Procedures)
[7 Yes [J] No A request to bid was approved by OPM (Request for Personal Service Agreement)
If yes, attach a copy of the approvai ‘
If no, explain why not
[] Yes [ No The RFP was advertised in appropriate publications
If yes, provide Names of Publications

_ Dates advertisement was published
If no, provide  Reasons why advertising did not take place

Agency Contact: Phone:

Return this form to: Office of Policy and Management, Strategic Management Division — MS#54MGT,
450 Capitol Avenue, Hartford, CT 06108.
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PERSONAL SERVICE CONTRACTOR EVALUATION

Date:
Agency Contract Manager: A Phone:

. Na—ne.ar-d..Address..gf..@gntragtgr;......... S

Contract ldentification: Competitive: [] Yes [J No
Contract Term (start/end dates):

Description of Services (Purpose, Scope, Activities, Outcomes}):

Performance Rating (usr;' ascale of 1 to 5. 1 - very satisfied / 5 - very dissatisfied)

Contractor fulfilled the contractual responsibilities
Contractor's staff were qualified as represented
Contractor completed work on time

Contractor kept to the cost estimate

Contractor adhered to the project scope

Contract objectives were achieved

Cantractor was easy to work with and was cooperative
Contractor was flexible _

Final Report was clear and submitted on time

T

Cost of Services: Account{agency/fund/SID):

If the sérvice was not completed on time, describe the reasons and any additional incurred costs:
Describe any contract provisions that were unfulﬁiied or violated by the contractor:

Additicnal comments:;

Evaluator's Name and Title: Evaluator's Signature:

This form should be completed within 60 days of the contract end date and placed in the Agency coniract
file.
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RESPONSIBILITY ASSIGNMENT LIST

Procedure Step

1. Determining the true need for an

outside consultant

2. Obtaining necessary OPM approval
3. Developing an RFP

4. Advertising

5. Bidders' Conference (when needed}

6. Screening Comunittee (for RFP

evaluation)

7. Non-competitive procurement

situations

8. Contract preparation

9. Contract Amendment situations
10. Monitoring the consulting activity

11. Evaluating the consultant's

performance
12. Documentation of the entire project

13. Reperting

Responsibility of

Requesting Unit

Requesting Unit/Purchasing unit
Requesting Unit
Requesting Unit/Purchasing Unit
Requesting Unit

Requesting Unit
Requesting Unit/Purchasing Unit

Requesting Unit/Purchasing Unit
Requesting Unit/Purchasing Unit
Requesting Unit

Requesting Unit/Purchasing Unit

Requesting Unit

Purchasing Unit
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PROPERTY MANAGEMENT SELECTION PROCEDURES

The procedures detailed below, unless otherwise specified, are performed by or under the.

(S35 B

[

(BB SRA SRR AR

[

Request for copsultant services form is prepared and sent to OPM 3 months before the
start date of property management services. OPM approval must be received prior to
consumatmg a contract (PSA) with a vendor.

Concurrent with #1 above, prepare 1) newspaper advertisement indicating the availability
of an RFP for property management services; and 2) a boilerplate RFP specifying the
subiject location, contract period, mandatory walle-through daté, deadline for written
questions, and proposal due date.

Upon receipt of the written proposals, they are delivered to the Property Management
Selection Committee {Comimittee) members, as constituted by a prior activity.
Committee members are to independently review. and score each proposal, using the
provided Property Management Selection Scoresheet and Reviewer Notes forms.

The Committee convenes at a designated time for the oral presentation phase of the
selection process. The forms indicated in #3 above are completed and at the end of the
oral presentation process are trned in to the Chairperson for compilation, review, and
gronp discussion. The Chairperson will facilitate discussion when any grade spread is
more than one point (A-C) and anytime there is an F. Cornmittee roetobers can
subsequently change any score and initial this on the Chairperson’s. summary sheet, The
Chairperson 1s non-voting.

The Chairperson subsequently adds to the Summary of Scoring Results Selection form
scores for past performance and cost per established protocol detailed on the Property
Management Selection Scoresheet. The combined results (written proposal, oral
presentation, past performance and cost) are summarized on the Property Management
Scoring Results form. This form, fronting all supporting backup documentation, 1s
submitted to the Commissioner with the hiring recommendation.

Upon selection by the Commissioner, the awarded vendor consummates a boilerplate
contract (PSA) with the Agency.

By Matt Buczacki

direction of the Chairperson of the Property. Management Selection COTIITHES. - oo




PROPERTY MANAGEMENT SELECTION

- Proposal for the evaluation
- of the property management
firms and reorganization of

the selection committee.



Chaizperson Administrative and reporting functions
: maintains consistent standards and compiles scores
(non-voting) Factors COST into selection recommendation
DPW Finance dept

TENANT AGENCY

(IF APPLICABLE)

DPFW PROP MMT DEPT

Rotation Of(d;ipt members Rotatm{;xpo:rtl;iu;g)e s siaff Designated by DAS Primary agency in facility Secondary agency io factlity

Scoring of written and oral elements of RFP
sign-off on recommendations
4-5 SCORING MEMBERS

WRITTEN SUBMISSION (25%)
ORAYL PRESENTATION (25%)

PERFORMANCE (20%)
COST (BID) ‘ (30%)
TOTAL (100%)

- INITIATIVES REQUIRED:
(1) Modify RFP to specify staffing requirements
(2) Review RFP and contract with DAS
(3) Development of performance criteria.




Confirmed Selection Panel for 305 Hudson Street & 410-474 Capitol Avenue 10/9/03

I R

155,264 sq.ft. 431,000 _
505 Hudson Street 410-474 Capitol Avenue
Matt Buczacki, Chairperson (non-scoring) 1. Matt Buczacki
Jacquelyn Brown, DPW 2. Manuel Becerra, DPW
Marilyn Bantz, DPW 3. Donna Baisley, DPW
- TinaCostanz®DAS oo A TinaCostanza, DAS
Dick Grossman, DCF 5. Catherine Kennelly, DPH
6. Patrick O’Brien, OPM

Distribution via e-mail to:
M. Buczacki

M. Becerra

L. Rogers



Revised 11/24/03

2003 RFP/PSA CHECK LIST
DATE COMPLETED

OCATION:

1. Notification from Matt Buczacki with dates and square footage

2. Do Advertisements and send e-mail to Matt Buczacki for approval.

3. Do apurchase requisition and send to Procurement.
T 3ar Do e-mail wiad to procurement and Pat Noian
3 b. Call each liaison representative to let them know the ad is out.

4. Send Property Management Cost Calculation (staffing requirements)
form to Donna B to fill in hr/wk & check type of staff required.

5. Do the RFP and e-mail to Matt. Buczacki. Make sure Donna's
Form for the staffing requirement is included in the RFP.
5a. Request standard wage rates for hand-out at walkthrough
(from CT DOL 10 days before ad appears in newspapers)

6. When Matt approves RFP, send e-mail to Pat Nolan asking that it be
posted to our web-site (along with the ad), then make copies for
pick-up (These copies can also be taken to the Walk-thru.)

7. Have Sign In Sheet ready to go for Monday Morm. as people pick up RFP's.

Selection Committee Identified (check with Donna/Matt/Manny)
(Make sure to include people from largest Agency w/in property.)

o0

9. Send agenda with interview schedule to each selection committee member.

10. Prepare walk-thru Sign-in sheets and extra copies of RFP and
Give to whoever is doing the walk-thru. Also provide approved
Budget (either from last billing package or yearly budget.

11. Collect the Proposals and give one copy of each vendor to the selection 3
Committee using the Rotation list. Also include the oral questions; see W / zh / 7% &ML @5;,
Property Management Selection Scoresheet; and the Reviewer's notes. eI PTAL { (BI @SN

11 Set up interview schedule and send copy of oral questions to each
Management company.
11 a. Call and let the management company person
know the interview date and time,

12. Matt will score and tally the sheets, meet with Manny and Commissioner,
a decision will be made, and then mailing out of the rejection notices.

13 Matt and Claire will finish the PSA with approval letter.

14. E-mail Pat Nolan when ad should come off website.




Matt Buczacki

Srom: Linda Rogers [linda.rogers@po.state.ct.us]
ent: Friday, November 21, 2003 3:06 PM

To: Matt Buczacki

Cc: Donna Baisley

Subject: RFP/PSA Check List

Importance: High

RFP-PSA CHECK LIST
Blank.doc Here is what you asked for.

Linda Rogers

| had started putting together a procedure package, but I think you had said
you had already put one together. I had not been locking up the proposals,
but | will starting today put them in Donna's office and lock the door. |

put the time they arrive and the date on the outside of the package. The
next day (or Monday) | send out to the interviewers with a copy of
scoresheet, oral questions, RFP, Ad, Addendum (if applicable) and handout
from walk-through. | also fry to set up the interview date(s) at the same

time so they will have a schedule and date to mark on their calendars. If
not, then by the end of the week I'll have everything in place.

Linda Rogers.




b 99 ‘31‘-«53%
REQUEST FOR PERSONAL SERVICE AGREEMENT el
OPM Form/Rey, 01-13-03 ' RESERVED FOR OPM USE

- Submit this form when requesting a personal service agreeménr with a cost greater than $50,000 Date Rec'd
or a term greater than che year.

Log #

Retum completad form to:
Office of Policy and Management, Strategic Management Division — MS# 54MGT, C/0 Date
450 Capitof Avenue, Hartford, CT 06108

IMPORTANT NOTE: A State Ethics Commission pelicy has been established to alfow former state employees or “retirees” to
enter into consulting and other employment contracts with their former agencies within the one-year period. Specifically, such
conduct is permitted, as long as the re-employment is at no greater pay level than the individual was receiving at the fime of

separation from state service plus fringe benefits and necessary expenses. Agencies are advised to directly consult withthe — "~

Comptroller's Office for their current calculation of the value of fuli-time state employee’s fringe benefits in percentage terms.
Agencies should also be mindful that 120 day workers are considered state employees for purposes of the Code of Zthics and
therefore subiect to a one year restriction for a year after completing their 120 day service. See State Ethics Commission
Advisory Opinions 89-25 (Amended) and 98-21.

[d Yes 1 No [ N/A This contract is in full compliance with the State Ethics Commission policy regarding re-
employment. ’

Agency Name & Address: ) _ ' Date:
Depariment of Pullic Works, 165 Capiiol Avenue, Room 216, Hartford, CT 10/20/03

Requesier's Name & Titler Reguester's Sighatuse:

James T. Fleming, Commissioner : XQ}JJ . wy (0. 23207
Agency Contact & Phone No.: ' @ Budget's Signature: /

Dottie Barksdale/Matt Buczacki  713-5778/5759 -

[l Approved [ Disapproved | OPM Secretary’s Signature: Date:

Is this PSA with an individual? /f ves, see Personal Service Agreement Guidelines (page 2).
Do other state agencies have tha resources fo provide these services?

Can the services be purchased on a cooperative basis with other state agencies?

Will the services (irrespective of contractor) be ongoing?

1 Yes
Yes

]
] Yes
2

Yes

=z 2222
QO 0 O

o

O XXX

Yes Has the agency contracted out for these services during the preceding two years?
If yes, provide the following information about the previous confract:

« Type of Proposal: [ Competitive [] Non-Competitive

+ Name of Gontractor; Servus Management Cormp.

¢ Term of Contract: 12/1/98 ~ 11/30/03

» Cost of Services: $8,354,000 est.

Current Proposal; X Competitive [] Non-Competitive :
if non-competitive, submit a “Request for Waiver from Competitive Solicitation” along with this form.

Name and Addiess of Contractor; RFP is in process. Selection will be a competitive process.

Description of Services (Purpose, Scope, Activities, Outcomes): Property management services for 410-474 Capitol Avenus,
Hartford. The property consists of approximately 408,000 square feet of buildings and 23 acres of parking and grounds. The
property manager, with the oversight of the Department of Public Works, will contract for and coordinate the provision of the
following services: 1) mechanical systems maintenance; 2) physical maintenance; 3) custodial services, including trash and
recycling; 4) maintenance of building utifity systems; 5) tenant relations and; 6) safety and security programs. The expenditure
calculations are maximum forecasted estimates and include operating expenses and potential capital improvement costs
passed through the property manager. Actual expenses less than these estimates will not harm the State. Individual annual
Budgets and subsequent purchase requesis exceeding $2,500 are approved by the State. All property management coniracts
are subject to amendment and 30 day cancellation by the State.

Need for the Services: See above.

Proposed Term of Contract (start/end dates): 12/1/03 - 11/30/08

Estimated Cost of Services: $11,000,000 ($2,200,000/yr. x 5 ysars) Account (agency/fuhd/SiD):' 1326/000/002
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NEW BRITAIN

CONNECTICUT

E

ATTENTION: GENERAL CONTRACTORS
HHNVITATION TO BIDH
MOUNYT PLEASANT STEAM BOILER REPLACEMENT
CENTRAL CONNECTICUT AREA
1, THE HOUSING AUTHORITY of the CITY OF NEW BRITAIN

{Housing Authority} will receive seated bids, in TRIPLICATE, for
rep!acer%efit of stéam beilers atits MountPleasant housing de-

velopment in New Britain, CT.

2. The woark generaily consists of replacement of two
steam-fired boilers, domestic hot water heaters, fanks and in-
stallation of new vaives at bu!ldlng[s_#zs,a.nd #29 (710-146
Bond Sirestand 150-194 Bond Street}in this federally funded,
family development.

.. 3. Alibids shall ba clearly markesa "Mount Pleasant Steam
Boller Replacement”, deliveredtothe Authority Offices hy mail
or courier, and timeand datestamped ugon receipt. Bigiswillba |
received until Qctober 16, 2003 at 2:00 P.M. at the office of the
Housing Authority, 34 Marimac Road, New Britain, CT 06053, at
which fime they wiil be publicly opened and read aloud.

4. There will be a pre-bid walk thru an October 2, 2003 at
10:00 A.M. atthe project site. interested bidders should attend
this meetingtounderstandandclarifythescopeof workand in-
tent of bid documents. Any bidder, winois notin attendance at

this meeting, wili be held rgs onsibleforunderstandingthe ex-
tent and scope of work and %ﬁe contract, - ’

5. Bid forms and contract documents are on file as of 12
noen, September 15, 2003 at the Housing Authority Office. Cop-

ies of these documents may be obtained by depositinga $50.
check (CHECK ONLY, NO CASH) made payable to Thé Housijg
Authenty ofthe City of Hew Britain for each setof documentgso
obtained. Such deposit will bé non-refundable. f

_ 6. Each bidder is required to submit with their bid#a bid
uarantee of not less-than 5% of the amount of the bighin the
orm of a certified check or bank draft, U.S. Gavernmeng Bonds 3
at parvalue,anirrevacableletterofcreditorabid bondfecured
by a surety company. .

7. The successful bidder will be required to furfiish a par-
formance and payment bond for 100% ofthe contragtprice; ora

. 8.TheHousingAutherity reservestheri
al} bids ortowaiveany infarmalityinthe bidding. No bid sha.
withdrawn for a period of S0days subsequent tb theopening of
bids without the consent of thé Housing Authbrity. -

Thel-jousin%.fxuthqrity oftheCity ofNew

Qpnortunity / A : ]

business in accordance with all Federal, 5t

requlations and |g_l.udta!mes. Small, Minocj me Snes

Enterprises and Disabled are enceouraged fo participate inthis
rocess. - .

] orei_eétan]}r gr
g

HOUSING AUTHORITY of the CITY O '_NEW BRITAIN
. My, Paul 5. Vayer, ExecutivesD lre_cior

* HARTFORD/

[

LEGAL ROTICE TG fIRMS
" REQUEST FOR DS

Connecticut Resources Recpvery Autherity

___The Connecticut Resources Rechvery Authority ("CRRA™}
is seeking bids from qualified contractors to perform the 2004
and 2005 annuai airemissions perfognancetasting at the Pow-
erBlock Eacm_}.% {part of the Mid-Corfnecticut Resgurce Recov-
ery Facility). The alr emissions performance testing must be
performed in accordance with Sectidn 27a-174-2

e Regu-
- i [ations of ConnecticutState Agencies, The PowerBlock Fac_rﬁty
: 15 located at Gate 20, Reserve Road §South Meadows Station},

Hartford, Connesticut.

"There will be a mandator

L g ory pre-bid conference and-tour of
the site for all prospective bi
2063 at

ers of Wednesday, October 1,

3 at; 16:00 &m., Eastern Time. Ary prospective bidder in-
tending to participate in the pre-bid cenference and tourmust
contact Steven Yates ((860)757-7726] at least 24 hours inad-
vance of the pre-bid conference and tgur.

Sealedbidswillberecajved atthe
17th

T :00 p.m., EasternTime, on{hurs ia%/
3003, Bidsreceived after thetime and dath seffo
getrejected. Bids will be opened privately
ate. . .

.Bid package documents may be obtalied by interested
contractors beginning Monday, September 22, 2003, They will
be available atthe main receptionist desk at GRRA’'s office (at
theaddressanove) duringnormal office nours, 830 A.M. 105:00

2.M., Monday_throu%h Frrda¥. The documents may also be ob-
tained by writingto CRRA atthe address aboveto theattention
of Steven Yates, -

For additional information about CRRA;
visit our website at www.crra.org.

“raccgpliease prcgpsa?s/ Site OHeTingS TOmpn
Ty

INVITATION TO SUBMIT LEASE PROPOSAL -
* TheStateof CONNECTiCUt, Departiient of PUDlic Works, will
their representay e(s)thrcLéghi‘p._m.October_ 2003toiease
on-site, non-assngneci,paye and lighted parking far, approxi-
mately seventy (70) cars in Brld%:;eportfar use and gccupancy
by the judicial Department for a term of five (5} years, with one
or two five-year renewal options, Offers from-gption holders
cannot he ¢onsidered. The premises must be in campliance
with all of the Americans with Disabilities Act regulations, and.
must be accessible fo handicapped individuals and public
transportation R

Propesals should be addressed exctusively to;
State of ConnechcLt
Department of Public Works -
State Office Bujlding
165 Capital Avenue - Roorm G-9-A
©  Hartford, £T. 06106

ATTENTION; DFW Sidding & Contracts Unit
solicitation Number: LP 0320
(Only ane copy is to be Submitied)

Proposals must be submitted using the State of Connecti-
cut "Proposal to Leasa ™ form which canbe obtained b%_callmg
{860) 713-5600. The submissi : halinotbindthe
State, ner does it cons a competitive bid Right is re-
served forejecta all propesals netinthe hest in
g'lle State of C

[

State of Connecticut
Department of Public Works _
James T, Fleming, Acting Commissioner -

ra

/ ;

STATE OF CONNECTICUT
DEPARTMENT OF PUBLIC WORKS

Request fnll;rmposals for the
management and oﬁ:erahon of
505 Hudson Street, arﬂurdj (= i
The Department of PublicWorks (DPW)is reqsuestlngé)rc-
 posals for the management and operation of 565 Hudson
treet, Hartforg, CT. The property consists of 167,500 square
feetof’pundlngand3ac‘res ofpa.rklngandgrou_nds.ﬁPWs.eeksa.-
-firmwith a)roven experienceinmanaging z building ofapproxi-
mately 200,000 sguare feet. T .

Copiesoftherequestfor ‘Qro 0s&lsmaybeabtainedatthe

Departrnent ofPublic Works, Fal n

tal Avenue, Roomn G-4, Hartford, CT., orobtainanelectroniccopy

ofbaththe Adand RFP atour website, www.CT.gav/dpw, under
ces, j :

Abidders conference wiil be heid on Wednesday, October
8, 2003 at 11:30 a.m. at 505 Hudson Street, Hartford, CT. Aiten--
dance is mandatory for alf prospective bidders.

. Ali proposals must be received no later than 3:00 p.m. oni
Friday, October 24, 2003 at the following address:

_RFP#18
Linda Rogers,
; State of Connecticut -
! _Department of Public Works
State Office Bu:ldlng .Room G-4
Hartford, CT 06106

Responses must fnclude the RFP numbgrand the name of

respondeeon tha envelopeteensure praperhandlingby the Fa-

[ ciiities Management Unit.

3 The Departrnent O Public Works reseives the right-'to' re-
ject any or all proposals.

STATE OF CONNECTICUT
DEPARTMENT OF PUBLIC WORKS

Request for praposals for the
ey
H:

ma 354 and cperation of
410-474 Capitol Aven
artford, CT

The Department of Public Works (DPW) is requesting pro-
posals forihe mana}gernent and operation of 410-474 Capitol
Avenug, Hariford, CT, The property consists of 408,000 sguare
feet of buildings and 23 acres of parking ang grounds, DPW
seeks a firm with proven experience in managing a building of
approximately 500,000 square feet, - .

Copiesoftherequestforpropgsals maybecbtainedatthe

tcl Avenue, Room G-4, Hartford CT,, orebtainanclectroniceopy
of both the Adand REF atourwehsite, www.CT.gov/dpw, undar

Legal Notices.

A bidders conference will be held on Wednesday, Octoher
8, 2003 atig:00a.m.at410-474 Capitol Avenue, Hartford, CT. At-
féndance it mandatory for all prospective bidders.

.. All proposals must bé received no laterthan jde pamoon
Friday, October 22, 2003 at the following addrass: .

RFP #17

Linda Rogers

State of Connecticut
Department of Public Works
State Gifice Building, Room G-4
Hartford, CT 06106

Responses mustincludethe RFP number and the name of
respondee ontheenvelfopetoensure proper handlingbytheFa-
cilities Management Unit.

_ The Department Of Public Works reserves tha right to re-
Ject any or &l proposals. :

Opei Yy SWners Gy
14,

ecticut. Faxed propesals are not acceptew|

Sunday, September 28, 2003 ¢ K13 .

cilities Management, 165.Capi- ||

Pepartment of Public Works, Facilities Management, 165 Capi- ||
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STATE OF CONNECTICUT
DEPARTMENT OF PUBLIC WORKS

. . James T. F leming
September 25, 2003 A Commissioner

' Dear Prospective Property Manager e o L e e

Thank you for your interest in managing the property located at 410-474 Capitol Avenue, Hartford. The
attached request for proposal (RFP) will assist you in the preparation of a proposal to be presented to the
Department of Public Works.

The REFP is structured as follows:

Page

L Introduction 1
II.  General proposal requirements 1&2

A. Overall management services : 2

B. Overall building operation activities 2

C. Overall accounting program 2
IIT. - Specific proposal requireritents 2&3
Iv. Instructions to vendors 3&4
V.  Conditions and Exhibits A and B (Sample Contract) 4-13
V1. Evaluation of proposals , 14
VIL. Rights reserved to the State 14
VIIL. ‘Property Management Cost Calculation (Exhibit C) 15-17

Please be reminded that the deadline for receipt of proposals is October 24, 2003 at 3 :00 p.m. No late
proposals will be accepted. Also, please remember that a mandatory bidders conference will be held on
Wednesday, October 8, 2003, at 10:00 a.m.

If you have any question, please contact Donna Baisley at 713-5688.

Sincerely,

Matt Buczacki,
Fiscal Administrative Manager

165 Capital Avenue Hartford, CT 06106
An Equal Opportunity Employer



REQUEST FOR PROPOSAL
DEPARTMENT OF PUBLIC WORKS

410-474 Capitol Avenue
Hartford, CT

I. INTRODUCTION

The State of Connecticut, Department of Public Works wishes to-engage the services of a property :

" management firm fo provide total 74 hotr, 7 days/week, 365 days/year biilding operation and
maintenance services which consisting of 408,000 square feet of office buildings and, 23 acres of parking

and grounds. The contract will be for a five (5) year term commencing 12-1-03.

'This request for proposal will be accepted for the overall management and operation, including its
physical and operational components.

The basis for awarding the contract will include but not limited to:

1.

2.

3.

Background and experience of the firm;

Management fees and staffing costs;

Firm’s commitment to the State of Connecticut’s policy conceming minority/women business
coterprises and plan for involvement in all contracted and supplier services and building operations

staff;

4. See Section VI. Evaluation of Proposals for more detail.

II. GENERAL PROPOSAL REQUIREMENTS

Note: For all items in this section, refer to condition section for requirements

governing the selection and purchase of related services and required
reporting.

Please Aexplain how your firm will supply the following management services to 410-474 Capitol
Avenue, Hartford. . :

A. OVERALL MANAGEMENT SERVICES

L.

Provide twenty-four (24) hours, 7 days/week, 365-days/year supervision of the property including
extraordinary and regular maintenance and repair. '

Specification development, selection, supervision and qualify control reporting of all contracted
services [i.e., janitorial (including day porter service), rubbish removal and recycling (in accoidance
with State regulations), HVAC, plumbing, on site security, parking allocation and control, electrical,

snow and ice removal, landscaping, pest control, etc.]

Specification development, selection, supervision and quality control reporting of
physical plant contractors (mechanical and structural maintenance and repairs, window

replacement/cleaning, emérgency needs ete.).
1




A. OVERALL MANAGEMENT SERVICES (Continued)

4.

10.

Planning and supervision of all capital and tenant improvements, including construction
management.

Full fivancial services, including accounting, Budget planning and administration, and monthly
operating reports. . +

Tenant relations, including service requests.

A complete building aperation procedures manual, including Tenant Handbook (as per DPW

format) for operational and tenant use.

Telecommunications management, including wiring standards.
Inventory management of furniture, workstations, and equipment.

Compliance with Federal, State and municipal laws, ordinances, rules, regulations and orders
relative to property environmental and health and safety matters.

B. OVERALL BUILDING OPERATION ACTIVITIES

1.

2.

Preventative maintenance and scheduling. Include testing and task frequency schedules.
Emergency services (the selected firm must have staff available on a tweaty-four (24) hour basis).

Basic/general repair and maintenance program in the following areas:
B HVAC services/materials/supplies

Locksmith services

Plumbing services

Glass replacement

Electrical

General trades(masons, carpenters, painters, etc)

Energy conservation/maintenance.

Building code, fire and public safety coordination (i.e., fire drills, evacuation plans). NOTE: Firm
will be required to designate a safety program officer responsible for the above, building code
compliance and inspections, organization of a safety committee and accident reporting. Firm must
maintain (1) a material safety data program for chemicals used on site, (2) an employee safety
training program and (3) a disaster plan.

¢, OVERALL ACCOUNTING PROGRAM

1.

2.

Plan for tracking and monthly reporting of expens'es.

Plan. for annual operating budget preparation.

I0. SPECIFIC PROPOSAL REQUIREMENTS

1.

2.

Identification of firm submitting the proposal (list all principals and their percentage of ownership).
If a corporation, submit current corporate record, print-out from Secretary of State’s Office.

Table of organization of the firm.




TII. SPECIFIC PROPOSAL REQUIREMENTS (Continued)

3.

9.

Project Team: Brief profile of persons responsible for the performance of the assignment (1.e. A.
Day to day administrative, operations, tenant work and accounting. B. Technical structure,
mechanical, electrical, environmental, etc.) If you propose to subconiract any of the management
services to another firm-provide the name of the firm and details regarding the arrangement.

Background and experience of the firm.

A.  Specify your firm's annual management fee required for management services for the term of
the contract. The management fee should include the firm's expected profit, cost of money,
executive and back office support, dispatch and work order systems, etc.

B. Specify your firm's staffing costs for the positions indicated and defined in Exhibit C. The
hourly and annual cost calculations must include salaries, fringe benefits and, as applicable,
uniforms and the base cost for cell phone, beepers, etc. attributable to the subject property..
The cost of any paid leave time for holidays and vacation, sick or personal leave is not billable
and is to be included in the fringe benefit cost. Include any projected increases in the out year
cost calculations (years.2-5). As applicable, staffing costs must be in compliance with Public
Act 99-142 "An Act Setting Standard Wage Rates for Certain Service Workers™.. NOTE: No
profit and overhead mark-up to staffing costs for regularly scheduled employees is permitted.

Complete and return the cost calculation form (Exhibit C) with your proposal.
Modifications to the staffing requirements shall be at the State's discretion. Reduction or increases
to required staffing shall be priced as per submitted rates.

Statement regarding firm’s overall management philosophy.

A statement that all principals of the firm submitting the proposal have read the Proposal Guidelines
and terms and conditions of the RFP.

List of references and properties managed of comparable size.

10. Bvidence of insurance must be submitied with your proposal.

Iv. INSTRUCTIONS TO YENDORS

Questions régarding the RFP must be submitted in writing by Monday October 6, 2003.

A Bidders Conference is scheduled for Wednesday, October &, 2003 at 10:00 a.m.. Attendance is
mandatory for all prospective bidders. _

Bidders may be requested. to meet with the screening committee to review their proposal in detail.

All res;ioné@s t6 this REP must conform to these instructions. Failure to conform may be
considered appropriate cause for rejection of the response. '




- TV. INSTRUCTIONS TO VENDORS (Continued)

5.

Delivery of Responses - RFP responses must be in sealed envelopes upon which a clear indication
has been made of the REP reference title, as well as the date and time the bid is due. The name and
address of the vendor must appear on the envelope.

Structure of Response - Vendors must structure the response as outlined in this RFP.

Signature and Responsible Persons - The Proposal must be signe'd by an authorized official. The
Proposal must also provide name, title, address, and telephone number for individuals with

' authorily o negotiate and contractually bind the company, and for those who may be contacted for . -
e nifying the infommation provided. o W I o e

Proposals must be received by Friday, October 24, 2003 no later than 3:00 p.m., at the Department
of Public Works, Facilities Management, Room G-4, 165 Capitol Avenue, Hartford, Connecticut.

NOTE: THE DEPARTMENT OF PUBLIC WORKS WILL REJECT PRGPOSALS
WHICH ARE SUBSTANTIALLY INCOMPLETE, AND WILL NOT ALLOW THE
SUBMISSION OF ANY ADDITIONAL WRITTEN INFORMATION AFTER THE RFP

DEADLINE.
Please submit six copies of your proposal.

THE DEPARTMENT OF PUBLIC WORKS RESERVES THE RIGHT TO REJECT
ANY OR ALL PROPOSALS.

v. CONDITIONS

Any prospective contractors must be willing to adhere to the following conditions and must positively
state them in the proposal:

1.

Acceptance or Rejection by the State - The State reserves the right to accept any or all Proposals
submitted for consideration.

Conformance with Statutes - Any contract awarded as a result of this RFP must be in full
conformance with statutory requirements of the State of Connecticut and the Federal Government.

Ownership of Proposals - All Proposals in response to this RFP are to be the sole property of the
State, and subject to the provisions of Section 1-19 of the Connecticut General Statutes (Re:
Freedom of Information). ' ' :

- Oral Agreements - Any alleged oral agreement or arrangement made by a vendor with any agency

or employee will be superseded by the written agreement.

Amending or Canceling Requests - The State reserves the right to amend or cancel this RFP prior to
the due date and time, if it is in the best interests of the agency and the State.




V. CONDITIONS (Continued)

6.

7.

10,

11.

12,

Rejection for Default or Misrepresentation - The State reserves the right to reject the Proposal of
any vendor which is in default of any prior contract or for misrepresentation.

State’s Clerical Errors in Awards - The state reserves the right to correct inaccurate awards resulting
from its clerical errors .

Rejection of Qualified Proposals - Proposals are subject to rejection in whole or in part if they limit
or modify any of the terms and/or specifications of the REP.

Vendors Presentation of Supporting Evidence - A vendor, if requested, must be prepared to present

__evidence of experience, ability, service facilities, and financial standing necessary to safisfactorily

meet the requirements set forth or implied in the proposals.

Changes to Proposal - No additions or changes to the original proposal will be allowed after
submittal. While changes are not permitted, clarification at the request of the agency may be
required at the bidder’s expense. .
Collusion - By responding, the vendor implicitly states that the proposal is not made in connection -
with any competing vendor submitting a separate response to the RFP, and is in all respects fair and
without collusion or fraud. It is further implied that the vendor did not participate in the RFP
development process, had no knowledge of the specific contents of the RFP prior to its issuance,
and that no employee of the agency participated directly or indirectly in the vendor’s proposal
preparation. - '

The proposal must include a summary of the bidder’s experience with Affirmative Action. This
information is 1o include a summary of the bidder’s affirmative action plan and the bidder’s
affirmative action policy statement.

Regulations of Connecticut State Agencies section 4-1 14a-3(101) requires agencies to consider the
following factors when awarding a contract which is subject to contract compliance requirements:
(a) the bidder’s success in implementing an affirmative action plan;

(b) the bidder’s success in developing an apprenticeship program complying with Section 46a-68-1
to 46a-68-17 of the Connecticut General Statutes, inclusive;

(c) bidder’s promise to develop and implement a successful affirmative action plan;

. (d) the bidder’s submission of EEO-1 data indicating that the composition of its work force is at or

near parity when compared to the racial and sexual composition of the work force in the
relevant labor market area; and, :

{e) the bidder’s promise to set aside a portion of the contract for legitimate small contractors and
minority business enterprises. (see CGS 31 - 9¢)

A *Notification fo Bidders”vform is attached, which should be read and signed by the bidder.




NOTIFICATION TO BIDDERS

The contract to be awarded is subject to contract compliance requirements mandated by Section 4-114a of
the Connecticut General Statutes; and, when the awarding agency is the state Section 462-71 (d) of the
Connecticut General Statutes. There are Contract Compliance Regulations codified at Section 4-114a-1 et.
Seq. Of the Regulations of Connecticut State Agencies which establish a procedure for the awarding of all
contracts covered by Sections 4-11a and 46a-71 9d) of the Connecticut General Statutes.

According to Section 4-114a-3 (9) of the Contract Comj)liance Regulations, every agency awarding a

" contract subject 1o the contract compliance requiremetts fias & Gbligation to“aggressively solicit the == o

participation of legitimate minority business enterprises as bidders, contractors, subcontractors and supplicrs
of materials.” “Minority business enterprise” is defined in Section 4-114a of the Connecticut General
Statutes as a business wherein fifty-one percent or more of the capital stock, or assets belong to a person or
persons: “(1) Who are active in the daily affairs of the enterprise; (2) who have the power to direct the
management and policies of the enterprise; and (3) who are members of a minority, as such term is defined in
sub-section (a) of Section 32-9n.” “Minority” groups are defined in Section 32-9n of the Connecticut
General Statutes as” (1) Black Americans ... (2) Hispanic Americans ... (3) Women ... (4) Asian Pacific
Americans and Pacific Islanders; or (5) American Indians ...” The above definitions apply to the contract
compliance requirements by virtue of Section 4-114-1 (10) of the Contract Compliance Regulations.

The awarding agency will consider the following factors when reviewing the bidder’s qualifications under
the contract compliance requirements: :

(a) the bidder’s success in implementing an affirmative action plan;

(b) the bidder’s success in developing an apprenticeship program complying with Sections 46a-68-1 to
462-68-17 of the Connecticut General Statutes, inclusive; ' '

(c) the bidder’s promise to develop and implement a successful affirmative action plan; ‘

(d) the bidder’s submission of EEQ-1 data indicating that the composition of its work force is at or near

parity when compared to the racial and sexual composition of the work force in the relevant labor

market area; and ‘ :

(e) the bidder’s promise to set aside a portion of the contract for legitimate minority business
enterprises. See section 4-114a-3 (10) of the Contract Compliance Regulations.

*INSTRUCTION: - Bidder must sign acknowledgment below, detach along dotted line and return
acknowledgment to Awarding Agency along with bid proposal. :

The undersigned acknowledges receiving and reading a copy of the “Notification to Bidders” form.

Signature:_. Date:

Organization Name:




Property Known As

410 - 474 Capitol Avenue
Hartford

ExhibitA .

"ARTICL¥ 1 - CONTRACTOR’S RESPONSIBILITIES

1.1

1.2

1.3

14

Contractor - The contractor shall manage, operate and maintain the property in an efficient and
satisfactory manner in accordance with relevant State of Connecticut (State) standards promulgated by
DPW including but not limited to Purchasing Guidelines for Property Managers dated May 21, 2003, and
as may be amended, the provisions of this agreement and all applicable laws, rules and regulations. The

- contractor shall act in a fiduciary capacity with respect to the proper protection of, and account for, the

State’s assefs. In this capacity, the contractor shall deal at arms length with all third parties and the
contractor shall serve the State’s interests at all times. The contractor shall not do business with any

affiliate of the contractor without the prior written consent of the DPW.

Employees - The contractor shall have in its employ at all times a sufficient number of capable
employees to enable it to properly, adequately, safely and economically manage, operate and maintain
the property. All matters pertaining to the employment, supervision, compensation, promotion and
discharge of such employees are the responsibility of the contractor, which is in all respects the employer
of such employees. The contractor may negotiate with any union lawfully entitled to represent such
cinployees and may execute in its own name, and not as agent for the State, collective bargaining
agreements or labor contracts resulting therefrom. The contractor shall fully comply- with all applicable
laws, rules and regulations with respect to workers’ compensation, social security, unemployment
insurance, hours of labor, wages, working conditions, and other employer-employee rclated subjects.
The contractor represents that it is and will continue to be an equal opportunity employer. All .~
employment arrangements are therefore solely its concern and the State shall have no liability with

respect thereto.’

Schedule of Employees - The contractor shall provide a schedule of employees to be employed wholly
or in part in the direct management of the property. This schedule shall include the number of employees
and their titles and salary ranges. On the employee schedule, the contractor shall identify those
employees whose salaries may from time to time be charged to the property for direct services rendered
to the property. Employees whose salaries are eligible to be charged include, but are not limited to,
property managers, engineers or others included as part of the approved operating budget, which is
hereinafter mentioned. Employees whose salaries may not be charged include, but are not limited to,
general management personnel, accountants and auditors. Such schedule is to be submitted with the

proposed operating budget.

Compliance with Laws- The contractor shall be responsible for determining full compliance with
Federal, State and municipal laws, ordinances, rules, regulations and orders relative to the use, operation;
and maintenance of the property. The contractor shall promptly notify the DPW of any violation of any
such law, ordinance, rule, regulation or order which comes to the contractor’s attention, and take action

with DPW’s approval to promptly remedy such violation.

Actions in remedying of violations may be implemented prior to obtaining the approval of DPW if the
estimated expenses to be incurred do not exceed $2,500.00 in any one instance. When more than such
amount is required or if the violation is one for which the State might be subject to a penalty, the

7




1.5

contractor shall notify the DPW by the end of the next business day so that prompt arrangements may

be made to remedy the violation.

Approved Operating Budget - The contractor shall prepare and submit to the DPW, within (15) days
from the date this agreement is approved by the Attorney General’s Office, a proposed operating budget

~ for the operation, management and maintenance of the property for the term of this agreement.

The DPW will consider the proposed operating budget and will consult with the contractor as soon as
reasonably practicable, in order to agree on an approved operating budget.

The contractor agrees to use diligence and to employ all reasonable efforts to ensure that the actual cost
of managing, maintaining and operating the property shall not exceed the amount necessary and, in any
event, will not exceed the approved operating budget either in fotal amount or in any one accounting

category.

During the term of this agreement the contractor shall.inform the DPW of any major increases in costs
and expenses that were not foreseen during the budget preparation petiod and thus are not reflected in the

- approved operating budget.

1.6 Monthly Reports — The contractor shall prepare and subinit to the DPW a monthly report

1.7

covering the matters set forth in Exhibit B by the 10" of each month. Each such report shall
cover the period beginning the first (1¥) day of the immediately preceding calendar month and ending on
the last day of such calendar month.

Competitive Bidding - All coniracts for commodities and services, and repairs to and alteration or
renovation of real property exceeding $2,500.00 shall be awarded by the contractor on the basis of
competitive bidding, solicited inthe following manner: ‘

A. A minimim of two (2) written bids shall be obtained;

B. Each bid will be solicited in a form prescribed by the DPW so tha
uniformity will exist in the bid form; :

" ¢.  All bids are subject to the approval of the DPW;

D. If the contractor advises acceptance of other than the lowest bid, the contractor shall adequately
support, in writing, its recommendations to the DPW; '

E. The DPW shall be free to accept or reject any and all bids;

F. Once a vendor is selected, where appropriate, the contractor shall obtain proof of the vendor’s
commercial general liability (CGL), workers’ compensation, and automobile insurance. The vendor
must carry a minimum of $1,000,000.00 CGL insurance for work valued to $60,000.00 and
$2,000,000.00 CGL jnsurance for work valued over $60,000.00. Proof of this coverage must be
obtained before the work or services of the vendor begin. '

1.8 Service Contracts - The contractor shall not enter into any contract for cleaning, maintaining, repairing

or servicing the property or any of the constituent parts of the property without the prior written consent

8




of the DPW. As a condition to obtaining such consent, the contractor shall supply the DPW with a copy

1.9

1.10

of the proposed contract and shali state to the DPW the relationship, if any, between the contractor, or
the person or persons in control of the contractor, and the party proposed to supply such services.

All service contracts shall: (a) be on a fixed-fee basis, (b) be in the name of the coatractor,

(c) be for a term not to exceed 11/30/08 and include provision for cancellation thereof by the State
upon not less than 30 days’ written notice, for without cause, and upon not less than 3 days’ notice for
cause, (d) require that all service vendors provide evidence of sufficient insurance and (e) be within the
guidelines set forth in the approved operating budget. Unless the DPW specifically waives such
requirements, all service contracts shall be subject to the bidding requirements under the procedures as

specified in Section 1.7.

In case of an emergency, the contractor may make expenditures for repairs without prior written
approval of the DPW, if such repair is necessary to prevent damage or injury. For minor incidents (less
than $10,000), DPW must be informed of any such expenditures before the end of the next business day.
For major incidents (greater than $10,000), immediate notification to DPW must occur.

Cooperation - Should any claims, demands, suits or other legal proceedings be made or instituted by
any person against the State in connection with this agreement, the contractor shall give the DPW all
pertinent information and reasonable assistance in the defense or other disposition thereof. The terms of
this paragraph shall not be construed a§ a waiver of sovereign immunity. ' '

ARTICLE 2 - CONTRACTOR’S INSURANCE

2.1

Contractor’s Insurance — At all times during this contract and during any amendment thereto, the
contractor shall protect, indemnify and hold harmless the State, its officers, agents and employees, from
and against any and all loss, cost, liability, injuries (including death), images, compensation, and
expense, including without limitations, all claims, demands, penalties, actions, causes of action, suits,
litigation and attorney’s fees and costs, sustained by or alleged to have been sustained by the State, its
officers, agents and employces, and sustained by or alleged to have been sustained by the property, real

_ or personal, of the State, its officers, agents and employees, and sustained by or aileged to have been

(a)

(b)

©

sustained by the public or by any other person or property, real or personal, from, or arising out of, or
directly or indirectly due to, any cause, condition, cvent, accident, incident, happening or occurrence,
related to and including, without limitation, the following:

The acts, omissions, or neglect of the contractor and of the contractor’s officers, agents, employees,
subcontractors, invitees, licensees, guests, visitors, clients and any and all persons under the control of
the contractor, in or about the building or buildings located at 410-474 Capitol Avenue, Hartford and in
or about the State of Connecticut’s adjoining property, parking lots, sidewalks, improvements, structures
and facilities, including, without limitation, any of the same that may be detached from said location;

The contractor’s use or activity or the conduct of its business or from any activity, work, or thing done,
permitted, or suffered by-the contractor and by the contractor’s officers, agents, employees,
subcontractors, invitees, licensees, guests, visitors, clients and any and all persons under the control of
the contractor, in or about the building or buildings located at 410-474 Capitol Avenue, Hartford and in
or about the State of Connecticut’s adjoining property, parking lots, sidewalks, improvements, structures
and facilities, including without limitation, any of the same that may be detached from said location; and,

The contractor’s default in its observance and performance of any of the terms, covenants or conditions
of this contract and of any amendment thereto.




2.2 The contractor shall provide and maintain commercial general liability insurance, with the State
named as an additional insured, in a combined single minimum amount of $1,000,000.00 for bodily
injury (including death) and property damage to protect the interest of the State as it appears herein, at no
cost to the State, and shall annually provide the State with a certificate of insurance to this effect, at the

contractor’s expense.

“ARTICLE 2 - CONTRACTOR'S INSURANCE (Continued)

"~ shall also include a stafement that the State is an additional instred. Such policies of insurance shail also e

In addition, the contractor shall have employee dishonesty and depositors forgery insurance in an amount
to cover alt business liabilities. The contractor shall annually provide the State with a certificate of such
dishonesty and depositors forgery insurance, at no cost to the State. The required certificates of insurance

provide notification to the State at least ten (10) days prior to any cancellation or modification of
coverage. :

Tn case any claim, action, cause of action, suit, proceeding, litigation is brought against the State, its
officers, agents, and employees, by reason of any of the same, the contractor shall, at the contractor’s

expense, resist and defend such claim, action, cause of action, suit, proceeding or litigation, or cause the
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same to be resisted or defended, by retained counsel reasonably satisfactory to the State.

Subconfractor’s Insurance- The contractor shall require that all subcontractors have insurance
coverage at the subcontractors’ expense, in the following amounts:

A. Workers’ compensation: statutory amount;

B. Employer’s liability: $1,000,000.00 minimum,; :

C. Commercial general lability: $1,000,000.00 bodily injury for each occurrence and an aggregate
of $2,000,000.00; . .

D. Employee dishonesty and depositors forgery: $20,000.00;

E. Automobile: $1,000,000.00 combined single limit.

The contractor must obtain the permission of the DPW to waive any of the above-mentioned
requirements. Higher amounts, at the discretion of the DPW, may be required if the work to be
performed is sufficiently hazardous. The contractor shall obtain and keep on file a certificate of
insuranice which shows that each subcontractor is so insured.

ARTICLE 3 - PAYMENT OF EXPENSES

31

32
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Processing of Invoices - The contractor shall receive, review and approve all invoices for
expenses incurred in operating the property and shall timely pay such invoices if they are
within the approved operating budget or if they have otherwise been approved by the DPW.
Copies of all paid invoices shall be forwarded to the DPW together with the contractor’s

monthly report.

Contractor’s Employee Costs - The contractor will be reimbursed by the State for the share
of the costs of the gross salary and wages, payroll taxes, insurance, workers” compensation
and other benefits of the contractor’s employees who are directly involved and required to
maintain the property, provided that such employees have been identified and enumerated in
the approved operating budget, such costs do not exceed the budgeted amount and such costs
are not already reflected in the monthly fixed fee. (See Article 4.)

Contractor’s Reimbursable Costs - The following costs paid by the contractor in connection with the
management, operation and maintenance of the property shall be reimbursed by the State:

10




A. Actual cost of all items set forth in the approved operating budget;
B. Emergency repair costs approved by the DPW.

3.4 Nonreimbursable Costs - The following expenses or costs incurred by the contractor in connection with
the management, operation and maintenance of the property shall be at the sole cost and expense of the
contractor and shall not be reimbursable by the State:

A, Cost of gross salary and wages, payroll taxes, insurance, workers’ compensation and other
benefits of the contractor’s office personnel not identified in the approved operating budget;

B. General accounting and reporting services which are considered to be within the contractor’s

office not associated with the operation of the property;

C. Cost of forms, papers, ledgers, and other supplies and equipment used in the contractor’s
office not associated with the operation of the property;

D. Cost of electronic data processing equipment, or any pro rata charge thereof, whether located
at the property or at the contractor’s office off the property;

E. Cost of electronic data processing, or any pro rata charge thereof, for data processing
provided by computer service companies;

F. Cost of advances made to employees;

G. Cost attributable to losses arising from negligence or fraud on the part of the
contractor and the coniractor’s employees and agents;

1. Employment agency fees unless specifically approved by the DPW.
3.5 Method of Reimbursement - The contractor shall include in monthly reports, as set forth in

Exhibit B, an itemized invoice requesting a total monthly payment. Such invoice shall
include all reimbursable costs as well as the monthly fixed fee.

ARTICLE 4 - COMPENSATION

The confractor shall receive a management fee as set forth in this article for its services in managing the
property. The contractor’s monthly fixed fee shall be as follows:

: For the period: - _
A Management fee ..o 8 /month
Partial contractor’s employee coSts.............. . /month
Total monthly fixed fee.........coooiiio $ fmonth

(Sample Format Only, Do Not complete)

For each contract year, the contractor’s fixed fee for the year shall equal or exceed the contractor’s employee .
costs for the year not included in such fixed fee. ‘

ARTICLE 5 - TERMINATION
~ 5.1 Termination on 30 Days’ Notice -Either party may terminate this agreement without cause by giving
the other party at least thirty 30 days® prior written notice. _
5.2 Termination on 3 Days’ Notice - The DPW may terminate this agreement for cause by giving the
. coniractor 3 days’ prior written notice.
5.3 Termination on Sale - This agreement shall terminate upon the sale of the property.

11




5.4 Final Accounting - Upon termination of this agreement for any reason, the contractor shall deliver fo the
DPW all records, books, accounts, contracts, unpaid bills and other papers or documents which pertain to
the property. Upon such termination or withdrawal, the State will assume responsibility for payments of

all approved unpaid bills pertaining to the property.

12



Property Known As

410-474 Capitol Avenue
‘ Hartford

Exhibit B

e MONTBEYREPORTS

The contractor shall generate and subnﬁt the following, using formats approved by the DPW:
1. Management report
2. Operating statement
3. Budget variance analysis
4, Ttemized invoice requesting payment

5. Copieé of all invoices paid

13



VI. EVALUATION OF PROPOSALS

Criteria

~ Each proposal will be evaluated by a screening committee against the following criteria to determine
" which vendor is most capable of implementing the State’s requirements:

Vendor’s ability to do the specified work

_chlq_c_);_:isunderstanding of the project and its purpose and scope, as evidenced by the proposed
appronch and the Tevel GFGEOTt T

Competitiveness of proposed cost.

Availability and competence of personnel,
Conformity with specifications contained herein.
Presentation to a screening committee

Past Performance as scored via the Property Management Firm Performance Evaluation, if
applicable.

VIL RIGHTS RESERVED TO THE STATE

The State reserves the right to award in part, to reject any and all Proposals in whole or in part, to waive
" technical defects, irregularities and omissions if, in its judgment, the best interest of the State will be

served.

14




VIII. EXHIBIT C

Property Management Cost Calculation

Complete this form (in whole dollars) and return it with your proposal.

Location: 410-474 Capitol Avenue, Hartford, CT

Contract Term: 12-1-03 thru 11-30-08

Year 1 Year 2 Year 3 Year 4 Year 5
A. Management Fee (Annual}
' Hrs/ | Hr. Cost | Annual Annual Annual Annual Annual
week Inc. Cost Cost Cost Cost Cost
: benefits Year 1 Year 2 Year 3 Year 4 Year 5

B. Administrative Payroll

Site Property Manager 40

Assistant Site Manager

Environ./Séfety Officer

Other: Secretary 40

B. Gen. B[dg. Payroll

Electrician (S-1): Supvr.

Electrical Apprentice

'HVAC Mechanic (D-1) 40

HVAC Apprentice (D-2) 40

Gen. Maint. Worker

Other (QCW) 40

Day Porter: (2) 80

B. Sub-Total/Payrolls

Annual Cost Totals (A+B)

15




PROPERTY MANAGEMENT OCCUPATIONAL ILICENSING SERVICE DEFINITIONS

Management Fee
Specify your firm's annual management fee required for management services for the term of the

contract. The management fee should include the firm's expected profit, cost of money, executive and
back office support, dispatch and work order systems, etc. '

Site Property Manager
..Supervises.all firms' on-site employees and contractors.

Main coordinator with DPW and meets with Tenant Agency T o

Coordinates with firm's upper management for administrative duties, including financial management
reporting, budgets, etc.

Available 24/7 via pager and cell phone

5 years experience as a property manager in a comparable building.

BOMA, IFMA certification preferred

Building constiuction design or business degreed candidate a plus -

Assistant Site Property Manager
Agssists the Site Property Manager
Supervises firm's on-site personnel, as required
Available 24/7 via pager and cell phone
3 years experience
Certification or trade license preferred
Building consiruction design or business degreed candidate a plus

Environmental/Safety Officer ‘
Familiar with NFPA, OSHA, building codes, environmental, fire safety requirements

Evaluafes site as required _
7 years experience or 5 years with certification (license) as a building inspector, certified safety

professional environmental license or engineer

Electrician - E-1-(Unlimited Electrical Contractor's License)
Wide range of electrical services, including PM's (Preventative Maintenance), electrical codes and
electrical construction . :
Carry valid E-1 license (DCP)
May supervise apprentice electricians
Available 24/7 via pager and cell phone

Electrician - E-2-(Unlimited Electrical Journeyman's License)
Wide range of electrical services, but only while in the employ of a properly licensed contractor
Must complete a registered apprenticeship program or at least 4 years of equivalent experience and

training.

HVAC Mechanic - S-1(Unlimited Heating-Cooling Contractor's License)

Wide range of HVAC services, including PM's (Preventative Maintenance), mechanical codes and

HVAC construction -

Carry valid S-1 license (DCP)

May supervise apprentice mechanics
Available 24/7 via pager and cell phone

16



HVAC Mechanical - D-1 (Limited heating-cooling Contractor's License)
Oxnly perform work limited to the installation, repair, replacement, maintenance or alteration of any
warm air, air conditioning and refrigeration system, including necessary piping for the conveyance of
heating or cooling media and associated pumping equipment
Does not include installation or servicing of oil burners of any size.

HVAC Mechanical - D-2 (Limited heating-cooling journeyman's License)
Performs only work limited to the installation, repair, replacement, maintenance or alieration of any
warm air, air conditioning and refrigeration system, including necessary piping for conveyance of
heatirig o cooling media and associated pumping equipment and only while in the employ of a

contractor licensed for such work. It does not cover the installation or servicing of oif burners of any -~

size.

HVAC or Electrical Apprentice
Performs HVAC or Electrical minor repairs and PM's (Preventative Maintenance)
Enrolled ih DCP apprenticeships program
Minimum 3 years direct experience or holds Journeyman ficense
Trade school certification preferred
Available 24/7 via pager and cell phone

General Maintenance Worker
Assists other trade groups as required
. Performs minor repairs in areas of carpeniry, moving furniture, grounds work, lock repair, and general

miscellaneous work.

Qualified Craft Worker (QCW)

Is accountable for performing highly skilled duties in one or more trade areas
Works under the general supervision of a Building Maintenance Supervisor or other employee of higher

grade.
May lead other QCW, QC Interns, Skilled Maintainers, Maintainers, students, seasonal help, inmates,

workfare employees or other lower level employees as assigned.

Note 1: The hourly and annual cost calculations must include salaries, fringe benefits and, as applicable,
uniforms and the base cost for cell phone, beepers, etc. attributable to the subject property. The cost
of any paid leave time for holidays and vacation, sick or personal leave is not billable and is to be
included in the fringe benefit cost. Include any projected increases in the out year cost calculations
(years 2-5). As applicable, staffing costs must be in compliance with Public Act 99-142 "An Act
Setting Standard Wage Rates for Certain Service Workers". No profit and overhead mark-up to
staffing costs for regularly scheduled employees is permitted. : '

Note 2: The firm shall be required to supply copies of all licenses, certifications and degrees within 30 days
of the award of this contract. In addition, all required safety training shall be submitted annually.
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October 22, 2003

ADDENDUM
FOR RFP FOR PROPERTY MANAGEMENT SERVICES
FOR

FOR PERIOD: 12-1-03 — 11-30-08

L In reference to Exhibit C on page 15, the Department of Labor's Standard Wage Rate
minimums.applicable to this assignment are per the attached schedule.

HIN Please use the attached Exhibit C to prepare your cost calculations. This form has been
' revised to include a checklist of staffing costs applicable to the cost calculation.

Proposals are doe by 3:00 p.m. on October 24, 2003.

Sads

Matt Biiczacki ‘(e/
Fiscal Administrative’ Manager




10/22/03

Property Management Proposa!s'
For 505 Hudson Street and 410-474 Capitol Avenue
Job Classifications and Minimum Wage Rates

-

Department of Public Works Department of Labor Hours - Department of Labor Minimum

- Job C|355|f|cat|on PR N JobCiassiﬁcatlon SRR S P.e..r Week .. V\fage natﬁ I"Ill_(_.!e Bcucum Tstals_“
1. 505 Hudson Street

A. Site Property Manager © Not Applicable 40 Not Applicable

B. Electrician (S-1) Electrician, Maintenance 40 $ 2164 | § 650 |9 28.14

C. Day Porter Janitor 40 $ 1169 | $ 351($% 15.20
" D. Quality Craft Worker General Maintenance Worker 40 $ 1768 | % 5309 22.898
li. 410-474 Capifol Avenue

A. Site Property Manager Not Applicable 40 Not Applicable

B. Secretary Not Applicable 40 Not Applicable

C. Electrictan (5-1) Electrician, Maintenance 10 3 218641 % 650 |$% 28.14

D. HVAC Mechanic (D-1) Ventilation Equipment Tender 40 $ 16.17 | $ 485 |5 - 21.02

E. HVAC Mechanic (-2} Ventilation Equipment Tender 40 3 16.17 1 $ 485 % 21.02

F. Quality Craft Worker General Maintenance Worker 40 $ 17681 % 530 % 22.98

G. Day Porters {2} Janitor B0 $ 11691 % 351|% 15.20
Notes:

1. Please note that DOL's fringe benefit costs do not necessarily reflect all fringe benefit costs
that a contractor would incur. For example, they clearly do not include the cost of beepers and
cell phones and may not include all of the insurance costs that a contractor may incur.

2. DPW will only reimburse a contractor for the actual hours worked by the contractor's
employees. As noted in the RFP, such items as vacation days, sick days and holiday should

be reflected in fringe benefit costs rather than in the average hourly pay rate based ocn a 40 hour
week (2080 hour year). For example, if an employee's total hourly cost to the employer on a
2080 year is $30/ hour ($62,400/ year), and that employee has 3 weeks vacation, 5 sick and/or
personal days and 10 holidays, that adds up to 6 weeks during which the employee will (may)
not work. This is a total of 240 hours. Subtracting 240 from 2080 leaves 1840 billable hours.

If one divides the $62,400 annual cost of the employee by 1840 hillable hours, the employee’ s
actual hourly billable rate would be $33.91/ hour rather than $30/ hour, although the annual

billing for that employee could not exceed the $62,400 figure.




VIII. EXHIBIT C

Revised 10-22-04

Property Management Cost Calculation

Complete this form (in whole dollars) and return it with your proposal.

Location: 410-474 Capitol Avenue, Hartford, CT

Contract Term: 12-1-03 thru 11-30-08

Year 5

Year 1 Year 1 Year 2 Year 3 Year 4
A. Management Fee (Annual)
Hrs/ | Hr. Cost | Annual Annual Annual Annual Annual
week | Inc. Cost Cost Cost Cost Cost
Benefits | Year 1 Year 2 Year 3 Year 4 Year 5
B. Administrative Payroll
Site Property Manager 40
Assistant Site Manager .
Environ./Safety Officer
Other: Secretary 40
B. Gen. Bldg. Payroll
Electrician (S-1): Supvr. 10
Electrical Apprentice
HVAC Mechanic (D-1) 40
HVAC Apprentice (D-2) 40
Gen. Maint. Worker
Other (QCW) 40
Day Porter: (2) 80

B Sub-Total/Payrolls

Annual Cost Totals (A+B)

Does the fringe benefit component of the staffing cost caloulatlon mclude charge backs for the foilowing: (cucle

" answers)

i) Retirement Y / N; 2) Life Insurance Y / N; 3)Health Insurance Y / N; 4) Vacation/Sick/Holiday Y / N;

5) Social Security (FICA) Y / N; 6) Unemployment (FUTA/SUTA) Y / N; 7) Workers' Compensation Y / N;

8) Usiforms Y / N; 9) Cell Phones/Beepers Y / N

Do the totals for 1) through 4) above equal or exceed the Department of La,bor fringe benefit minimum specified in this
RFP? Y / N (circle answer)
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October 23, 2003

ADDENDUM 1
FOR RFP FOR PROPERTY MANAGEMENT SERVICES
S FOR

FOR PERIOD: 12-1-03 - 11-30-08

L Please see revision to IL.C Electrician. If currently reads S-1 and per this Addendum is
corrected to Electrician E-1. Standard Wage Rate stay the same.

~ Proposals are due by 3:00.p.m. on October 24, 2003.

//@{/}Wﬁ‘ '

Matt Buczacki
Fiscal Administrative Manager




10/23/03

Property Mranagement Proposals
For 505 Hudson Street and 410-474 Capitol Avenue
Job Classifications and Minimum_Wage Rates

- Department of Labor

Depariment of Public Works Hours Department of Labor Minimum
-lob.Classification. ... }.......Job Clagsification......... Per Week .| Wage Rate. .| Frings Benefits |.
l. 505 Hudson Street
A. Site Property Manager: Not Applicable 40 . Not Applicabie
B. HVAC Mechanic {D-1) Ventitation Equipment Tender 40 3 16.17 | $ 48518 21.02
C. Day Porter Janitor 40 $ 11691% 351(% 15.20
D. Quality Craft Worker General Maintenance Worker 40 $ 17681 % 530 |% 2298
il. 410-474 Capitof Avenue
A. Site Property Manager Not Applicable 40 Not Applicabie
B. Secretary Not Applicable 40 Not Applicable -
C. Electrician (E-1) Electrician, Maintenance 10 $ 21641 % 6501 % 28.14
‘D. HVAC Mechanic (D-1) Ventilation Equipment Tender 40 $ 16.17 | § 48513 21.02
E. HVAC Mechanic (D-2) Ventilation Equipment Tender 40 $ 16.17 | § 485 | % 21.02
F. Quality Craft Worker General Maintenance Worker 40 $ 1768 | § 5301]% 2298
G. Day Porters (2) Janitor 80 3 1169 |8 351(3% 15.20

Notes:

1. Please note that DOL's fringe benefit costs do not necessarily reflect all fringe benefit costs
that a contractor wouid Incur. For example, they clearly do not include the cost of beepers and
cell phones and may not include all of the insurance costs that a contractor may incur.

2. DPW will only reimburse a contractor for the actual hours worked by the contractor's

employees. As noted in the RFP, such items as vacation days, sick days and holiday should

be reflected in fringe benefit costs rather than in the average hourly pay rate based on a 40 hour
week (2080 hour year). For example, if an employee’s totai hourly cost to the employerona
2080 year is $30/ hour ($62,400/ year}, and that employee has 3 weeks vacation, 5 sick and/or
personal days and 10 holidays, that adds up to 6 weeks during which the employee will (may)
not work. This is a total of 240 hours. Subtracting 240 from 2080 leaves 1840 billable hours.

If one divides the $62,400 annual cost of the employee by 1840 billable hours, the employee's
actual hourly billable rate would be $33.91/ hour rather than $30/ hour, although the annual
billing for that emplo could not exceed the $62,400 figure.
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Property Management Selection Scoresheet — IX Exhibit D

operty Location: 410-474 Capitol Avenue, Hartford, CT

Contract Term:

From: 12-1-03 - To: 11-30-08

Proposed Contractor: | glin pros &
Reviewer: Tina Costanzo | Date:

A: Highly qualified
B: Qualified
C: Minimally qualified
_ F: Not qualified/acceptable
Written Proposal — 25% )
Proposed management approach (RFP Section ID) 5 B
Vendor’s ability to do the work (RFP Section 11 4, 9.) : 5 .
Availability and competence of personnel (RFP Section 11T 3.) 10 f.
Conformance with REP (RFP Sections IV 6., V 12 5 A
Oral Presentation — 25%
Question 1 5 i
Question 2 5 a4
Question 3 : 5 R
Question 4 5 k7
“verall Presentation . 5 S
Past Performance™ - 20% - 20 Leave Blank
70
Subtotal
Cost ¥* - 30% " Cost 30 Leave Blank
Total - 100% . ' TOTAL points 100
For a weight of 5 points: Highly qualified = 5. For a weight of 10 points: ) Highly qualified= 10
: Qualified = 4 Qualified = 8
Minimally gqualified = 3 Minimally qualified = 6
Not gualified = 0 . Not qualified = 0
For a weight of 15 points: Highijr qualified= 15 For a weight of 20 paints: Highly qualjﬁed = 20
Qualified = 12 Qualified = 16
Minimally quatified = 9 _ Minimalty qualified =12
Not qualified = G Not qualified= . 0
* Past performance for new vendors will be 20 points to provide them the benefit of the doubt.
o The lowest cost wili be awarded 30 points. For the other proposers, points are a calculated percentage based on the ratio of
the lowest cost divided by the proposer’s cost.
Example: Firm 1: $26,345 = 30 points

Firm 2: $28,990 = 26,345/28,990 = 91% x 30 points = 27.26 points
Firm 3: $30,294 = 26.345/30,294 = 87% x 30 points = 26.10 points
Firm 4: $30,841 = 26,345/30,841 = 85% x 30 points = 25.63 poinis




Page  of

Reviewer Notes: Property Management Selection

Property Location: 410-474 Omwnxo_ Avenue, Hartford, CT Contract Term: 12-1-03 to 11-30-08

Criteria

Firm Name Written Proposal—25% ..~ Oral Presentation—25%
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I state that the scores indicated Qa the Property Management Selection Scoresheet are based on Jair and impartial judgement. I have not been pressured or
influenced by anyone in any manner in the completion of this form. _

Reviewer's Name (Please print):_ TN onda 1 ed
st Date: :\\\{\m 3

Reviewer's Signature: 7 vl L K‘.yﬁ ﬁ_%rmw £
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. EXHIBIT C
Property Management Cost Calculation
Complete this form {in whole dellars} and return it with your proposal.
ation: 410474 Capito] Avenue, Hartford, CT . Contract Term: ’ 12-1-03 thru 11-30-08
Year 1 Year2 Year 3 Year 4 Year5
Management Fee (Annual) $ 83600 |% 648008 66,0001 % 67,200 $ 88,400
Hrs/Wk Hr. Cost Annual Annual Annual Annual Annual :
Year 1 Year 2 Year 3 Yeard | Year5

Administrative Payroll

te Property Manager 40 $ 35.35{% 62509 |$ 64769 |$ 67,127 |% ©€9,590| % 72,163

ssistant Site Property Manager

nviroh./Safety Officer

ther: Secretary 40 $ 213318 39419 (3 40812 (8 4226518 43,780 (% 45361]

General Buiiding Payroll

lectrician {E-1): Supervisor A0 No Charge (1)

lectrical Apprentice

33.54 | $ 62,721 | $ 65160 % 67,717 | $ 70;399 $ 73213

VAC Mechanic {D-1) ) 40 $

VAC Appeniice (D-2) 40 $ 3613 | % 683,871 | % ‘66,039 $ 68292 |% 70634 | 8% 73,070
en. Maint. Workar.

ther: Wi 40 $ 36.45 $ 66,392 1% 68,249 |% 70572}% 72987| % 75498
ay Porter: (2} {2) ) 80 $ 183.0813 75213 1$ 774691 % 79793!% 82187 | & 84653
SUb-TOtaIIPayrbllS (3) (4) {5) 290 . $370,125 |- $ 382,497 | $ 395,766 | § 409,577 | § 423,958
nuzl Cost Totals__(_A+B) _ $433,725 | $ 447,297 | $ 481 ,TGé $ 476,777 | $ 492,358

s the fringe benefit component of the staffing cost calculation include chargebacks for the following: (circle

D
swers) _ : 1
Ll

Retirement@/ N; 2) Life Insurance Y / N; 3) Health Insurance (Y / N; 4) Vacation/Sick/ Holiday(D) / N;

.\
Social Security (FICALY / N; 6) Unemployment (FUTA/SUTA) & N: 7) Workers' Compensatior Y/ N; n0 ge
Uniforms @l N: 9 Cell Phones/Beepers@i N '

.fhe totals for 1) through 4) above equal or exceed the Department of Labor fringe benefit minimum specified in this
P? @ ! N (circle answer)

ITES: i

{1} No Charge - Included in Management Fee. -

{2) Day porter services are professionally contracted through Suburban Contract Cleaning, Inc.

3 Payrol! calculations do not included any emergencies or other conditions that require overtime.

N '(4)5 The hourly cost, including benefits, is based upon actual hours worked exclusive of vacation

o days, holiday and sick days, rather than a nominal hourly rate based on 2080 hours per year.

'.__(5_) in addition to the above, our hourly costs include an allocation of Eability insurance. While not a function of

payroll, our insurer bases their premium on total revenue to the company, which includes payroll reimburements.
Flease refar to the "Alternatva Prica Calculation™ on the fellewing page. This apalysis lllusirates potential
payroil savings by usilizing differant manpower allocations. '

L R B B B
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Vill. EXHIBIT C
' Revised 10-22-04

Property Management Cost Calculation

Compilete this form {in whole dollard) and return it with your proposal.

[ ocation 410474 Capitol Avenug, Hartford, CT Contract Term: 12-01-03 thru 11-30-08

| e T VearT s ear A e
A. Management Fee (Annual) 60000 651800 63654 65563.62 . §7530.5286
Hrs./week | Hr. Cost Annual Annual Annual - Annual Annual
Inc. Cost Cost Cost Cost Cost
Benefits Year 1 Year 2 Year 3 Year 4 Year 5
Site Property Manager 40 54,.92| 099,734.72 | 102,726.76 | 105,808.56 | 108,982.82 | 112,252.31
Assistant Site Manager
~ Environ. Safety Officer 7
Other: Secretary - 40 21.97| 39,897.52 | 41,09445| 42,327.28 43,587.10 1 44,805.01
B. Gen. Bldg. Payroll
Electrician (S-1) Supr. ¢ 10 33.45| 60,745.20 | 62,587.56 | 64,444.58 66,377.92 | 68,369.26
Electrical Apprentice
HVAC Mechanic (D-1) 40 29.42| 5_3,426.?2 55,029.52 56,680.41 58,380.82 | 60,132.24
HVAV Mechanic (B-2) 40 2511| 45,599.76 1 46,967.75 | 48,376.79 49,828.09 | 51,322.93
Gep. Maint. Worker
Other: (QCW) 40 27.41| 49,776.56 | 51,269.86 | 52,807.95 54,392.19 | 56,023.96
Day POrtér(Z) 80 18,20| 66,429.28 | 68,422.16 | 70,474.82 72,589.07 | 74,766.74
B. Sub-Total/Payroll 415,609.76 | 428,078.05 | 440,920.39 | 454,148.01 | 467,772.45 .
Annual Cost Total (A-:-B) 290 475,609.76 | 489,878.05 | 504,574.39 | 519,711.63 | 535,302.98

&) Soclal Security (FJCA@I_ N; 6) Unemployment (FUTNSUTA)@ N; 7) Workers' Compensation@l N;

Does the fringe benefit component of the staffing cost calculation include charge backs for the following: { circle 7%,
answers).

1 Retiremen@ N; 2} Life Insuranc@ N; 3) Health insuranc@ N; 4) Vacation!Sick!Hoiida@ N; :

8} Uniformg Y LN; 8) Cell Ph.oneslBeeper@N . i X i 71,

Do the.fotals for 1 through 4 above equal or exceed the Department of Labor fringe benefit minimum specified in this
RFP N ( circle answers)
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VI EXHIBIT C Revised 10-22-03

Property Management Cost Calculation

Complete this form (in whole dollars) and refurn it with your proposal.

Location: 410-474 Capitol Avenue, Hartford, CT Contract Term; 12-1-03 to 11-30-08
YEAR 1 YEAR 2 YEAR 3 YEAR 4 YEAR S
A. Management Fee {Annual) $89,780 $02,453 $95,226 $98,083 $101,0286
' Hrs/ Hr. Cost | Annual Cost | Annual Cost | Annual Cost | Annual Cost | Annual Cost
Week Inc. Year . Year Year Year Year
Benefits* 1 2 3 4 5

B. Administrative Payroll.. ] .
Siie Property Manager 40 $45.38 $86,040f - $88,622 $91,280 $94 019 $96,839

Secretary ' _ 40 $24.80 $47,021 $48,431 $45,884 $51,381 $52,922

B. General Building Péyroll 7
Electrician (E-1) 10 $31.58 $15,016 $15,467 $15,931 $16,409 $16,901
HVAC Mechanic (D-1) 40 $23.86 $45,239 $45,596 $47.994 $49,433 $50,916
HVAC Mechanic (D-2) 40 $23.86 $45,239 $46,596 $47,994 $49,433 $50,916
Qualified Craft Worker 40 $26.02 $45,334 $50,814 $52,338 $53,909} $55,526
Day Porter 1 40 $17.48 $33,142 $34,136 $35,160 $36,215 $37,302
Day Porter 2 40 $17.48 $33,142 $34,136 $35,160 $36,215 $37,.302
I Sub-Total Payroll . ' $354,173 $364,798 $375,742 $387,014 $398,625
Annual Cost Totals (A+B) $443,933 $457,251 $470,968 $485,097| $488,650

Does the fringe benefit component of the staffing cost calculation includs charges backs for the following: (circle answers)

1) Retirement@ N; 2) Life Insurance @/ N; 3) Health lnsurance@! N ; 4} Vacation/Sick/Holiday @! N;

5) Social Security (FICA) (/N ; 6) Unemployment (FUTA!SUTA)@ N; 7)Workers' Compensatior(Y)/ N ; %qﬁ
8) UniformstY AN ; 9) Cell Phoneszeeb_ers@/ N b 7
Do the totals for 1) through 4) above equal or exceed the Department of Labor fringer benefit minimum j
~ specified in this RFP?{Y,/ N (circle answer) )
¢
* Base raie is factored on 1,896 annual billable hours for hours worked on the job. .«;,aik“ﬂt?’ 6




STATE OF CONNECTICUT.
DEPARTMENT OF PUBLIC WORKS

MEMORANDUM
) James T. Fleming
TO: Proposing Property Management Firms Acting Commissioner
FROM: Matt Buczacki, Director

_Financial Mapagement .

DATE: October 27, 2003

SUBJECT' ‘ - ORAL PRESENTATION SUBJECTS.

The following sub}ects are to be addressed during the Oral Presentation:

1) Describe the experience of the proposed property manager. Include experience in
* construction management and crisis management. Describe current or previous
assignments at other than State properties.

2) Experience and a Table of Organization of the subject building project team and
how they will network with the parent firm. Include a Table of Organization of
the firm above the property manager.

3) Resources available to the project team, both internal and exfernal.
4) Experience with an h automated work control system as it pertains to preventative
maintenance, corrective maintenance, data management and building automation.

Experience with energy management systems implemented in similar facilities
and cost avoidance opportunities in operations and maintenance activities.

MB:Ir

165 Capitol Avenne Hartfor&, CT 061686 -
 An Equal Opportunity Employer



Property Management Firm Performance Evaluation
Department of Public Works
State of Connecticnt

dame & Address:

Fitmn Contact Name & Number:

Building Address:

Evaluation Bate Coniract Start Date : Gontract Completion Date
Collator Name (Typed) Signature Date
Approved by A.dmmsh'amr of Hmimes
Name (Typed) Signature Date
Reviewed with Firm By:
Mame (Typed) Firm's Signature Date
(. Unacceptable Performance 3. Marginally Acceptable 4. Good 5. Excellent
Evaluation Rating

Evaluation Item

1. FINANCML’MANAG?MENT.AND REPORTING __(Respondent: DPW Finaq::e Dept.

4. PLANNING AND RESPONSWENESS _ _ (Respondent. DPW Facllltles Dept. _ }

TOTAL SCORE

Are there any areas or types of work where performance has not been acceptable or Contractor had probiem performing?
if yes, Explain:

:there any areas or fypes of work where performance has been outstanding? [f yes, Explain:

Rev. 05¢13/03 Qrig: Firm CC: Evaluator, D. Baistey, M. Becema
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~ Property Management Scoring Resulits

Property Location:_410-474 Capitol Avenue, Hartford, CT

Contract Term:12-1-03

to 11-30-08

Page F of /

Property Management Proposers

Pu@AMALK

Selection Committee Members 7 (~d |- H@ERVVS
1L OINNE ORSLey 4 \ 7T
2. NV - DF S REA , .

Sew | 909 A4 \0¥
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5. |[FATEALK OV QAN | | 25 ¢ Y- 12
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6.
Point Totals AA@ ) kmhm..\sv Nﬁ.,ﬁ- 2
Point Average | 20,7 9o.& 19.0
Ranking Nw N\ \

Approved by:

O:m_.amﬂmo:” \\\\S&@ Cm\hmmv\k&

Title:

o 111803

Date:




Property Location:_410-474 Capitol Aven

Firm Name \

ue, Hartford, CT

Summary of Scoring Results—Prop
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STATE OF CONNECTICUT
OFFICE OF THE STATE COMPTROLLER
ACCOUNTS PAYABLE DIVISION

- PERSONAL SERVICE AGREEMENT

CO-802A REV. 2/2000 {Electronic Version) —

J

. 1.PREPARE § COPIES.

2. THE STATE AGENGCY AND THE CONTRACTOR AS LISTED BELOW HEREBY ENTER INTO AN AGREEMENT
SUBJECT TO THE TERMS AND CONDITIONS STATED HERETN AND/OR ATTACHED HERETO AND SUBJECT TO
THE PROVISIONS OF SECTION 4-98 OF THE CONNECTICUT GENERAL STATUTES AS APPLICABLE. :

3. APMEPTANGE OF THIS CONTRACT IMPLIES CONFORMANCE WITH TERMS AND CONDITIONS SET

H AT SHEET 2 OF THIS FILE, AS ATTACHED HERETO AND INCORPORATED BY REFERENCE.

(2) IDENTIFICATION NO.

i
o ORIGINAL ] AMENDMENT

13) CONTRAGTOR NAME (4) ARE YOU PRESENTLY .
CONTRACTOR Servus Management Corparation asae evpLoves VS8 "o
CONTBRACTOR ADDRESS CONTRACTOR FEIN 7 SSN - SUFFIX
One Financial Plaza, Hartford, CT 06103 060-9400-067
STATE {5) AGENGY NAME AND ADDRESS {8) AGENCY NO.
AGENCY Department of Pubtic Works, 165 Capitol Avenue, Hartford, CT 06108 1326
CONTRACT (7) DATE (FROM) THROUGH (T0) (8) INDICATE
P D 12/01/03 ' 11/30/08 [ masTER AGREEMENT ] CONTRACT AWARD  NO. NEITHER
“CANCELLATION  JiHTS ACHTEMe~tr-GHAer REAANGN FULL FORCE AND EFFEGT FOR THE ENTIRE TERM OF THE CONTRACT “B)REQUINED NO. OF DAYS WRITTEMREFHEE——"""
CLAUSE PERICD STATED ABOVE UNLESS GANCELLED BY THE STATE AGEN TR IEN '
Nmmm -
(10) CONTRACTOR AGREES TO: {include special provisions - Attach additional blank sheets if necessary.)
provide property management services and other related services for the total care and control of the
property known as 410-474 Capitol Ave., Hartford, CT. These services may include but not be-
COMPLETE limited to mechanical systems maintenance, physical maintenance, maintenance of building utility
DESCRIPTION systems, tenant relations and safety.issues. Such services shall be under the direction of the
OF SERVICE Administrator of Facilites Management of the Department of Public Works (DPW) and be in accordance
with the provisions of the seven page Exhibit A and one page Exhibit B attached hereto and made a
part hereof. in the provision of such services, the contractor shall act as the agent for the DPW. All
purchases made by the contractor that are approved by the DPW shall be for the DPW's exclusive use
and title for all tangible personal property will vest with the DPW. This contract is subject to the provisions
{11) PAYMENT TO BE MADE UNDER THE FOLLOWING SCHEDULE UPON RECEIPT OF PROPERLY EXECUTED AND APPROVED INVOICES.
of Executive Order No. Sixteen of Governor John G. Rowland, promulgated August 4, 1999, and as such,
may be cancelied, terminated or suspended by DPW for violation of or non-compiiance with said Executivs
COST AND Order No. Sixteen. The two page Executive Order No. Sixteen is attached hersto and made a part hereof.
SCHEDULE CF This contract is subject to the provisions of DPW’s Sexual Harassment Policy (Policy) and, as such, may
PAYMENTS ba cancelled, terminated or suspended by DPW for vioiation of or non-compliance with said Policy. The

two-page Policy is attached hereto and made a part hereof.

Payments are to be made in accordance with the provisions of said Exhibit A. The iotal cost of this contrac
is not to exceed $11,000,000.00.

Ti2) AGT. OD. [113) DOC. TYRE](14) GOMM. TYPE [(15) LSE. TYPE|(16) ORIG. AGGY 1{17) DOCUMENT NO.|(18) COMM. AGGY. |(18) COMM. NO. (20} VENDOR FEIN / SN - SUFFIX
A PS -= -- 1326 1326 1326 1326 |060-9400-67
{21} COMMITTED AMOUNT {22) OBLIGATED AMOUNT {23) CONTHAGT PERIOD {FROM/TO}
1.00 $ 11,000,000.00 12/1/03 - 11/30/08
@4) ACT. |25 COMM.  |(26) ©7) COMM.  |(28) COSTCENTER @29 “AGENCY TAIC @3)
CD. | LINE NO. COMMITTED AMOUNT AGENGY FUND SID OBJECT  [(30) FUNCTION |(@T) ACTIVITY  [{32)EXTENSION EY.
A 1 1.00 1328 0 002 02370 2000 256 - 04

An individual entering inte a Persanal Service Agreement with the Stais of Connecticut is contracting under a “work-for-hire” arrangament. As such, the individual [s

an independent contractor, and doss not satisfy the characteristics of an emplayes under the common law rules for determining the employerfemployes relationship
of Internal Revenue Code Section 3121 (g} (2). Individuais performing services as Independent contractors are not employees of the State of Connecticut and are
responsible themselves for payment of all State and local income taxes, federal incore taxes and Federal Insurance Contribution Act (FICA) taxes.

34 Sections 4-8, 4b-1(a),

ACCEPTANCES AND APPROVALS STATUTORY AUTHORITY C.G.S. 4-216
(35) CONTRACTOR (OWNER OR AUTHORIZED SIGNATURE} TITLE DATE
(38) AGENCY (AUTHORIZED OFFICIAL) TITLE DATE
(37} OFFICE OF POLICY & MGMT./DEPT, OF ADMIN, SERY. TITLE DATE
{38} ATTORNEY GENERAL (APPRCVED AS TO FORM) DATE
:DiSTRIBUTlON: OEIGINAL—CONTHACTOF‘ PHOTOGOPY-COMPTROLLER PHOTOCOPY-OPM/DAS PHOTOCOPY-ATTORNEY GENERAL PHOTOCOPY-AGENCY



TERMS/CONDITIONS

EXECUTIVE ORDERS

This contract is subject to the provisions of Exscutive Order No. Three of Govermor Thamas J. Meskill promulgated June 18, 1971, and, as such, this contract may be
cancslad, terminated or suspended by the State Labor Commissioner for violation of or noncompliance with said Executive Order No. Three, or any state or federal law
concerming nendiscrimination, notwithstanding that the Labor Commissioner is not a party to this contract. The parties to this contract, as parf of the consideration hereof.
anres that said Executive Order No. Three is incorporated herein by referance and made a party hereof. The parfies agres to abids by sald Executive Order and agree tha

tate | abor Commissioner shall have continuing jurisdiction in respect to contract performance in regard to nondiscrimination, until the contract is completed or terminated
L. to completion. The contractor agrees, as part consideration hereof, that this contract is subject to the Guidelines and Rules issued by the Stats Labor Commissioner ic
implerment Executive Order No. Three, and that he wilt not discriminate in his employment practices or policies, will file all reports as required, and will fully cooperate with the
State of Connecticut and the State Labor Cemmissioner. This contract is also subject to provisions of Executive Order No. Sevenigen of Governor Thomas J. Meskill
promulgated February 15, 1973, and, as such, this cantract may be canceled, terminatsd or suspended by the contraéting agency or the State Labor Commissioner fo
violation of or noncompliance with said Executive Order No. Sevenieen, notwithstanding that the Labor Commissioner may not be & party to tais contract. The parties to this
contract, as part of the consideration hereof, agree that Exscutive Crder No. Seventeen is incorporated herein by reference and madg a part hereof. The parties agres i
abids by said Executive Order and agree that the contracting agency and the State Labor Commissioner shall have joint and several continuing juriscliction in respect tc
contract performance in regard to fisting all employment cpenings with the Connecticut State Employment Service

|. NON-DISCRIMINATION

(a). For the purposes of this saction, "minority business enterprise” means any smali contractor or supplier of materials fifty-one percent or more of the capital stock, if any o

assats of which is owned by a persen or persens: (1) who are active in the daily affairs of the enterprise; {2) who have the power to direct the management and pelicies of the
enterprise; and (3) who are members of a minority, as such term is defined in subsection {a} of Conn. Gen. Stat. subsection 32-8n; and "good faith" means that degree of
diligence which a reasonable person would exercise in the performance of legal duties and obligations. "Qood faith efforts” shall include, but not be limited fo, those
reasonable initial efforts necessary to comply with statuiory or reguiatory requirements and additional or substituted efforts when it is determinad that such initial efforts will no
be sufficient 1o comply with such requirements.

For purposes of this Section, "Commission” means the Gommission on Human Rights and Opportunities.

For purposes of this Section, "Public works contract® means any agresment between any individua!, firm or corporation and the state or any political subdivision of the
state other than a municipality for construgtion, rehabifftation, convarsion, extension, demclition ar repair of a public building, highway or cther changes ot improvements &
real property, or which is financed in whole or in part by tha state, including but notlimited to, matching expenditures, grants, loans, insurance or guarantges:

(b} {1) The Contractor agrees and warrants that in the performance of the contract such Centractor will not discriminate or permit discrimination against any person ar group o
persons on the grounds of race, color, religious creed, age, marital status, national otigin, ancestry, sex, mental retardatien or physical disability, inciuding, but not limited tc
blindness, unless it is shown by such Contractor that such disabiity prevents performance of the work involved, in any manner prehibited by the laws of the United States or o
the State of Connecticut. The Contractor further agrees to take atfirmative action to insure that applicants with job related qualifications are employed and that employees are
treated when employed without regard fo their race, color, religious creed, age, marital status, national origin, ancestry, sex, mental retardation, or physical disability
including, but not limited to, blindness unless it is shown by the Contractor that such disability prevents performance of the werk involved; (2) the Contractor zgrees, in al
solicitations or advertisements for employees placed by or on behalf of the Contractor, to state that it is an “affirmative action - aqual cpportunity employer" in accordance with
reguiations adopted by the Commission; £3) the Contractor agrees to provide sach tabor union or representative of workers with which the Contractor has a collective
bargaining agreement or other coniract of understanding and each vendor with which the Contracior has a coniract ar understanding, a notice to be provided by the
Sommission, advising the labor unicn or workers' representative of the Contractor's commitments wnder this section and to post copies of the notice in conspicucus places
available to employees and applicants for emptoyment; {4) the Contractor agrees to comply with each provision of this section and Conn. Gen. Stat. subsections 46a-688 anc
ABa-58f and with each regulation or relevant order issued by said Commission pursuant to Conn. Gen, Stat. subsections 46a-56, 46a-G8e and 46a-68f; (b} the Contractol
agrees to pravide the Commissicn on Human Rights and Opportunities with such infermaticn requested by the Commission, and permit access to pertinent books, records
-~ accounts, conceming the employment practices and pracedures of the Contractor as relate to the provisions of this section and seciion 46a-58. If the Contract is a public
< contract, the contractor agress and warrants that he will make good faith efforts to employ minority business enterprises as subcontracters and suppliers of materials or
such public works projects. '
¢. Determination of the Contractor's good faith efforts shalt include, but shall not ks limited to, the following factors: The Contractor's smployment and subcontracting policies.
patterns and practices; affimative advertising, recruitment and training; technical assistance activities and such other reasonable activities or efforts as the Cormmission may
prescribe that are designed to ensure the pariicipaticn of minority business enterprises in public works projects
d. The Gontractor shall develop and maintain adequats documentatian, in a manner prescribed by the Commission, of its good faith efforts
e. The Contractor shall includs the provisions of subseciion (b} of this Section in evary subcontract or purchase order entered into in order to fulfill any cbligation of a conirac
with the State and such provisions shall bs binding on a subcontractor, vendor of manufacturer unless exempted by regulations or orders of the Commission. The Contractot
shall take such action with respect to any such subcontract or purchase order as the Commission may direct as a means of enforcing such provisions including sanctions fo!
noncompliance in accordance with Conn. Gen. Stat. subsection 46a-56; provided, If such contractor becomes involved in, or is threatenad with, litigation with a subcontractol
arvendor as a result of such direction by the Commission, the Contractor may request the State of Connecticut to enter into any such litigation or negotiation prior thereto t¢
protect the interests of the State and the State may so enter. )
1. The Contractor agrees to comply with the regulations referred to in this Section as they exist on the date of this contract and as they may be adopted or amended from fime
1o time during the term of this contract and any amendments therato.
g. The Contractor agrees to follow the provisions: The contractor agrees and warrants that in the performance of the agreement such contractor will not discriminate or permis
discrirmination against any persen or grougp of persons on the grounds of sexual orfentation, in any mannar prohibited by the laws of the United States or of the State o
Connecticut, and that employees are treated when employad without regard to their sexual crientation; the contractor agrees {o provide each labor unien or representative o
workers with which such contractor has a collective bargaining agresment or other contract or understanding and each vendar with which such contractor has a contract ot
understanding, a natice to be provided by the Commissicn on Human Rights and Opportunities advising the labor union or workers' representative of the contractor’s
commitments under this section, and to post copies of the notice in conspicuous places available to employees and applicants for employment; the contracior agrees to
comply with each provision of this section and with each regulation or relevant erder issued by said commission pursuant to Section 46a-56 of the general statutes; the
contractor agress to provids the Commission on Human Rights and Opportunities with such information requestad by the commigsion, and permit access to pertinent books,
records and ascounts, concerning the amployment practices and procadures of the cantractor which relats to the provisions of fhis section and Section 48a-56 of the genera
statutes.
h. The Contractor shall include the provisions of the foregoing paragraph in every subcontract or purchase order entered into n erder to fulfill any obligation of a contract with
the state and such provisions shall be binding on a subcontractor, vandor or manuiacturer uniess exempted by regulations or ordsrs of the commission. The contractor shai
take such action with respsct to any such subgontract or purchase order as the commission may dirsct as & means of enforcing such provisions including sanctions foi
noncompliance in accordance with Saction 458a-56 of the general statutes; provided, if such contractor becomes involved in, ot is threatened with, |itigaticn with a
subcontractor or vendar as a result of such direction by the commission, the coniractor may request the State of Connecticut to enter into any such litigation or negotiatior
prior therato to protect the interests of the state and the state may so enter '

INSURANCE

The contracior agrees that while performing services specified in this agreement he shall carry sufficient insurance {iiability andfor other} as applicable according to'ths nature
the service to be parformed so as te "save harmless” the State of Connecticut from any insurable cause whatsoever. If requested, ceriificates of such insurance shall be
_ad with the contracting State agency prior to the performance of services .

STATE LIABILITY
The State of Connecticut shall assure no liability for payment for services under the terms of this agreement untll the centractor is notified that this agreement has been

accepted by the confraciing agency and, i applicable, approved by the Office of Policy and Management (OPM} or the Department of Administrative Services {DAS) and by
the Attomey General of the Staie of Connecticut .




Property Known As
410-470 Capitol Avenue, Hart{ord

Exhibit A

ARTICLE 1 - CONTRACTOR’S RESPONSIBILITIES

1.1

1.2

1.3

14

Contractor - The contractor shall manage, operate and maintain the property in an efficient and
satisfactory manner in accordance with relevant State of Clonnecticut (State) standards

-promulgated-‘by-DP‘r’V- including but not-limited to Purchasing, Guidelinies for Property Managers - .

S 9115 B R PP SRS tAR LAY

dated May 21, 2003, and as may be amended, the provisions of this agreement and.all applicable
laws, rules and regulations. The contractor shall act in a fiduciary capacity with respect to the
proper protection of, and account for, the State’s assets. In this capacity, the contractor shall deal
at arms length with all third parties and the contractor shall serve the State’s interests at all times.
The contractor shall not do business with any affiliate of the contractor without the prior written
consent of the DPW. :

Employees - The contractor shall have in its employ at all times a sufficient number of capable
employees to enable it to properly, adequately, safely and economically manage, operate and -
maintain the property. All matters pertaining to the employment, supervision, compensation,
promotion and discharge of such employees are the responsibility of the contractor, which is in
all respects the employer of such employees. The contractor may negotiate with any union
lawfully entitled to represent such employees and may execute in its own name, and not as agent
for the State, collective bargaining agreements or labor contracts resulting therefrom. The
contractor shall fully comply with all applicable laws, rules and regulations with respect to
workers’ compeénsation, social security, unemployment insurance, hours of labor, wages, working
conditions, and other employer-employee related subjects. The contractor represents that 1t is
and will continue to be an equal opportunity employer. All employment arrangements are
therefore solely its concern and the State shall have no liability with respect thereto,

Schedule of Employees - The contractor shall provide a schedule of employees to be employed
wholly or in part in the direct management of the property. This schedule shall include the
number of employees and their titles and salary ranges. On the employee schedule, the
contractor shall identify those employees whose salaries may from time to time be charged to the
property for direct services rendered to the property. Employees whose salaries are eligible to be
charged include, but are not limited to, property managers, engineers or others included as part of
the approved operating budget, which is hereinafter mentioned. Employees whose salaries may
not be charged include, but are not limited to, general management personnel, accountants and
auditors. Such schedule is to be submitted with the proposed operating budget.

Compliance with Laws- The contractor shall be responsible for determining full compliance
with Federal, State and municipal laws, ordinances, rules, regulations and orders relative to the
use, operation, and maintenance of the property. The contractor shall promptly notify the DPW
of any violation of any such law, ordinance, rule, regulation or order which comes to the
contractor’s attention, and take action with DPW’s approval to promptly remedy such violation.

Page 10f 7



Actions in remedying of violations may be implemented prior to obtaming the approval of DPW
if the estimated expenses to be incurred do not exceed $2,500.00 in any one instance. When
more than such amount is required or if the violation is one for which the State might be subject
to a penalty, the contractor shall notify the DPW by the end of the next business day so that
prompt arrangerents may be made to remedy the violatiomn. :

1.5 Approved Operating Budget - The contractor shall prepare and submit to the DPW, within
fifteen (15) days from the date this agrecment is approved by the Attorney General’s Office, a
proposed operating budget for the operation, management and maintenance of the property for
the balance of the current fiscal year. Subsequently, the contractor shall annually prepare and

- submit-to the DPW; by the-due-date-indicated by the DPW, a proposed.operating budget forthe

[ o W & R Brys ARt & w RS L S

fiscal year (June 1 --May 31) for the operation, management and maintenance of the property.

The DPW will consider the proposed operating budget and wilt consult with the contractor as
soon as reasonably practicable, in order to agree on an approved operating budget.

The contractor agrees to use diligence and to employ all reasonable efforts to ensure that the
actual cost of managing, maintaining and operating the property shall not exceed the amount
necessary and, in any event, will not exceed the approved operating budget either in total
amount or in any one accounting category.

During the term of this agreement the contractor shall inform the DPW of any major increases in
costs and expenses that were not foreseen during the budget preparatjon period and thus are not
reflected in the approved operating budget.

1.6 Monthly Reports — The contractor shall prepare and submit to the DPW a monthly report
covering the matters set forth in Exhibit B by the 10" of each month. Each such report shall
cover the period beginning the first (1™) day of the immediatcly preceding calendar month and
ending on the last day of such calendar month.

1.7 Competitive Bidding - All contracts for commodities and services, and repairs to and alteration
or renovation of real property exceeding $2,500.00 shall be awarded by the contractor on the
basis of competitive bidding, sclicited in the following manner: '

A. A minimum of two (2) written bids shall be obtained;

B. Each bid will be solicited in a form prescribed by the DPW so that
uniformity will exist in the bid form;

C. All bids are subject to the approval of the DPW;
D. If the contractor advises acceptance of other than the lowest bid,

the contractor shall adequately support, in writing, its recommendations
to the DPW,;
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E. The DPW shall be free to accept or reject any and all bids;

F. Once a vendor is selected, where appropriate, the contractor shall obtain
proof of the vendor’s commercial general liability (CGL), workers’
compensation, and automobile insurance. The vendor must carry a minimuam of
$1,000,000.00 CGL insurance for work valued to $60,000.00 and $2,000,000.00
CGL insurance for work valued over $60,000.00. Proof of this coverage must be
obtained before the work or services of the vendor begin.

1.8 Service Contracts — The contractor shall not enter into any contract for cleaning, maintaining,

g e

rep v g -o5F servmmgzhe pI'OpSl’[YOI‘ any ofthe COﬂﬁuLucut'p&l'fS'“Of th@ propert}*mthcutthe R

prior written corisent of the DPW. As a condition to obtaining such consent, the contractor shall
supply the DPW with a copy of the proposed contract and shall state to the DPW the
relationship, if any, between the contractor, or the person or persons in contrel of the contractor,
and the party proposed to supply such services. A

All service contracts shall: (a) be on a fixed-fee basis, (b) be in the name of the contractor, (¢} be
for a term not to exceed November 30, 2008, and include provision for cancellation thereof by
the State upon not less than 30 days’ written notice, for without cause, and upon not less than 3 -
days’ notice for cause, (d) require that all service vendors provide evidence of sufficient
insurance and () be within the guidelines set forth in the approved operating budget. Unless the
DPW specifically waives such requirements, all service contracts shall be subject to the bidding
requirements under the procedures as specified in Section 1.7.

1.9 Repairs — The contractor shall supervise all ordinary and extraordinary repairs, decorations and
alterations, capital improvements, remodeling and occupant improvements, all subject to the

terms of this agreement.

In case of an emergency, the contractor may make expenditures for repairs without prior written
approval of the DPW, if such repair is necessary to prevent damage or injury. For minor
incidents (less than $10,000), DPW must be informed of any such expenditures before the end
of the next business day. For major incidents (greater than $10,000), immediate notification to

DPW must occur.

1.10 Cooperation — Should any claims, demands, suits or other legal proceedings be made or
instituted by any person against the State in connection with this agreement, the contractor shall
give the DPW all pertinent information and reasonable assistance in the defense or other
disposition thereof. The terms of this paragraph shall not be construed as a waiver of sovereign

Immunity.
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ARTICLE 2 - CONTRACTOR’S INSURANCE

9 1 Contractor’s Insurance — At all times during this contract and during amny amendment thereto,
the contractor shall protect, indemnify and hold harmiess the State, its officers, agents and
employees, from and against any and all loss, cost, liability, injuries (including death}, damages,
commpensation, and expense, including without limitations, all claims, demands, penalties, action,
causes of action, suits, litigation and attorney’s fees and costs, sustained by or alleged to have
been sustained by the State, its officers, agents and employees, and sustained by or alleged to
have been sustained by the property, real or personal, of the State, its officers, agents and

- emplovees; and sustained by or-alleged to have been gustained by.the publicorby anyother ...

person or property, real or personal, from, or arising out of, or directly or indirectly due to, any
cause, condition, event, accident, incident, happening or occurrence, related to and including
without limitation, the following:

(a) The acts, omissions, or neglect of the contractor and of the contractor’s officers, agents,
employees, subcontractors, invitees, licensees, guests, visitors, clients and any and all
persons under the control of the contractor, n or about the building or buildings located
at 410-470 Capitol Avenue, Hartford, and in or about the State of Commecticut’s adjoining
property, parking lots, sidewalks, improvements, structures and facilities, including, without .
limitation, any of the same that may be detached from said location;

(b) The contractor’s use or activity or the conduct of its business or from any activity, work or
thing done, permitted, or suffered by the contractor and by the contractor’s officers, agents,
employees, subcontractors, invitees, licensees, guests, visitors, clients and any and all
persons control of the contractor, in or about the building or buildings located at 410-470
Capitol Avenue, Hartford, and in or about the State of Connecticut’s adjoining property,
parking lots, sidewalks, improvements, structures and facilities, including without limitation,
any of the same that may be detached from said location; and,

(c) The contractor’s default in its observance and performance of any of the terms, covenants or
conditions of this contract and of any amendment thereto.

2.2 The contractor shall provide and maintain commercial general liability insurance, with the State
named as an additional insured, in a combined single minimum amount of $1,000,000.00 for
bodily injury (including death) and property damage to protect the interest of the State as it
appears herein, at no cost to the State, and shall annually provide the State with a certificate of
insurance to this effect, at the contractor’s expense. ‘
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- the-coniractor shall-at-the coniractor’s-expense, resist and defend such claim, ACHOD, .o

2.3

In addition, the contractor shall have employee dishonesty and depositors forgery

insurance in an amount to cover all business liabilities. The contractor shall annually provide the
State with a certificate of such dishonesty and depositors forgery insurance, at no cost to the -
State. The required certificates of insurance shali also include a statement that the State is an
additional insured. Such policies of insurance shall also provide notification to the State at least
ten (10) days prior to any cancellation or modification of coverage.

In case any claim, action, cause of action, suit, proceeding, [itigation is brought
against the State, its officers, agents, and employees, by reason of any of the same,

cause of action, suit, proceeding or litigation, or cause the same to be resisted or
defended, by retained counsel reasonably satisfactory to the State.

Subcontractor’s Insurance- The contractor shall require that all subcontractors have msurance .
coverage at the subcontractors’ expense, in the following amounts:

A. Workers® compensation: statutory amount;

B. Employer’s liability: $1,000,000.00 minimum;

C. Commercial general Hability: $1,000,000.00 bodily injury for each
occurrence and an aggregate of $2,000,000.00; '

D. Employee dishonesty and depositors forgery: $20,000.00;

E. Automobile: $1,000,000.00 combined single limit. '

The contractor must obtain the permission of the DPW to waive any of the above-mentioned
requirements. Higher amounts, at the discretion of the DPW, may be required if the

work to be performed is sufficiently hazardous. The contractor shall obtain and keep on
file a certificate of insurance which shows that each subcontractor is so insured.

ARTICLE 3 - PAYMENT OF EXPENSES

31

3.

Processing of Invoices - The contractor shall receive, review and approve all invoices for
expenses incurred in operating the property and shall timely pay such invoices if they are
within the approved operating budget or if they have otherwise been approved by the DPW.
Copies of all paid invoices shall be forwarded to the DPW together with the contractor’s
monthly report.

2 Contractor’s Employee Costs - The contractor will be reimbursed by the State for the share
of the costs of the gross salary and wages, payroll taxes, insurance, Workers’ compensation
and other benefits of the contractor’s employees who are directly involved and required to
maintain the property, provided that such employees have been identified and enumerated in
the approved operating budget, such costs do not exceed the budgeted amount and such costs
are not already reflected in the monthly fixed fee. (See Article 4.)
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33 Contractor’s Reimbursable Costs - The following costs paid by the contractor in connection
with the management, operation and maintenance of the property shall be reimbursed by the

State:

A Actual cost of all items set forth in the approved operating budget;

B. Emergency repair costs approved by the DPW.

3.4 Nonreimbursable Costs - The following expenses or COSts incurred by the contractor int
connection with the management, operation and maintenance of the property shall be at the sole
cost and expense of the contractor and shall not be reimbursable by the State:

A. Cost of gross salary and wages, payroll taxes, Insurance, workers’ compensation

B.

C.

H

and other benefits of the contractor’s office personnel not identified in the
approved operating budget; :

General accounting and reporting services which are considered to be within the
contractor’s office not associated with the operation of the propesty;

Cost of forms, papers, ledgers, and other supplies and equipment used in the
contractor’s office not associated with the operation of the property;

Cost of electronic data processing equipment, or any pro rata charge thereof,
whether located at the property or at the contractor’s office off the property;

Cost of electronic data processing, or any pro rata charge thereof, for data
processing provided by computer service companies;

Cost of advances made to employees;

Cost attributable to losses arising from negligence or fraud on the part of the
contractor and the contractor’s employees and agents;

Employment agency fees unless specifically approved by the DPW.

3 5 Method of Reimbursement - The contractor shall inclade in monthly reports, as set forth in
Exhibit B, an itemized invoice requesting a total monthly payment. Such invoice shall
inchude all reimbursable costs as well as the monthly fixed fee.
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ARTICLE 4 - COMPENSATION

The contractor shali receive a management fee as set forth in this article for its services in
managing the property. The contractor’s monthly fixed fee shall be as follows:

For the period: 12/01/03 — 11/30/04

‘Management 68 ... $ 5,300.00/month
Partial contractor’s employee costs.............. 15.,000.00/month
Total monthly fixed fee.........ooooiiiiinnnnnnn $20,300.00/month _
For the period: 12/01/04 — 11/30/05
Management fee ..o $ 5,400.00/month
Partial contractor’s employee COstS............. 15.000.00/month
Total monthly fixed fee........oociiiines $20,400.00/month
For the period: 12/01/05 — 11/30/06
" Management fee .....oooivii $ 5,500.00/menth
Partial contractor’s employee costs.............. 16,000.00/month
Total monthly fixed fee..... ... $21,500.00/month
For the period: 12/01/06 — 11/30/07
Management fee ........ooveniiii $ 5,600.00/month
Partial contractor’s employee costs.......vonenn 17,000.00/month
Total monthly fixed fee.......coooiinnn $22,600.00/month
For the period: 12/01/07 — 11/30/08
Management TE€ .......oooiuireianie $ 5,700.00/month
Partial contractor’s employee costs.............. 18,000.00/month
Total monthly fixed fee......c..ocivviiirerriiniene . $23,700.00/month

For each contract year, the contractor’s fixed fee for the year shall equal or exceed the contractor’s
employee costs for the year not included in such fixed fee.

ARTICLE 5 - TERMINATION

5.1 Termination on 30 Days’ Notice -Either party may terminate this agreement without
cause by giving the other party at least thirty 30 days’ prior written notice.

572 Termination on 3 Days’ Notice - The DPW may terminate this agreement for cause by
giving the contractor 3 days’ prior written notice. :

53 Termination on Sale - This agreement shall terminate upon the sale of the property.

5.4 Final Accounting - Upon termination of this agreement for any reason, the contractor
shall deliver to the DPW all records, books, accounts, contracts, unpaid bills and
other papers or documents which pertain to the property. Upon such termination or
withdrawal, the State will assume responsibility for payments of all approved unpaid
bills pertaining to the property.
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Property Known As
410-470 Capitol Avenue, Hartford

Exhibit B

MONTHLY REPORTS

The contractor shall generate and submit the following, using formats approved by the DPW:

1.

Management repbrt

Operating statement

Budget variance analysis

Itemnized invoice requésting payment

Copies of all invoices paid



State of Connecticut
By His Excellency . l
John G. Rowland

Governor

Executive Order No. Sbdeen

WHEREAS, the State of Connecticut recognizes that workplace violence is a
-growing problem that must be addressed; and ‘ -

WHEREAS, the State is committed 1o pm{ridihg its émployees a reasonably
safe and healthy working enviranment, free from intimidation, harassment,
threats, and /or viclent acts; and . .

WHEREAS, violence or the threat of violence by of agaitiet any employee of
the Siate of Connecticut or member of the public in the workplace is
unacceptable and will subject the perpetrator to serious disciplinary action up fo

_and inclading discharge and criminal panaiiies. -

NOW, THEREFORE, [; John G. Rowland, Governor of the State of
Connacticut, acting by virtue of the authority vested in me by the Constitution
and by the statutes of this state, do hereby ORDER and DIRECT:

1. That all state agency personnel, oanfraciors, subcénﬁ”ac:tors, and vendors comﬁly
with the following Violesice in the Workplace Prevention Policy:

The Staie of Connecticut adapts a statewide ~ara tolerance policy for workpiace
violence,

“Therefore, except as may be required as a condition of employment—

o No employee shall bring into any state warksite any
weapon or dangerous insirument as defined herein.

s No employes shall use, attempt fo use, orttireaten
15 use any sich weapon or dangerous instrument in
a state worksite. :

o No employse shall cause or threaien fo cause
death or physical irfjury to any individual in a state
worksite.

Weapon means any fireant, including & BB gun, whather loaded or unloaded, any

knife (excluding a small pen or pocket knife), Including a switchbiade of other knife -
having an sutomatic spring release devige, a stiletfo, any polics baton of nightstick or
any mariial arts weapaon or elactronic defenss weapon.

Dangerous instrument means any instrument, article, or substance that, underthe
circummstances, is capable of causing daath or serfous physical injury.

12427/2%2
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Violafion of the above reasonable work rules shall subject the employee 1©
- dissiphinary action up t@ and including discharge. ; :

5 That each agency must prominently post this policy and that all managers and
supervisors must clearly communiczts fris policy to all state smployees
3. Thatall managers and supervisors are expected fo enforcs fis policy fairty and
uniformity. ‘ -
4. Thatany employee who feels subjecied to or witnesses violent, threatering; -

harassing, or inftimidating behavior in the workplace imrnediately report the incident or

staterment to their supervisor, manager, or human resources ofiice.

5. That any employee who belleves ihat there is a sedous threat to their safety or the
satety of others that requires immediate atienfion notify proper law enforcement
authorties and his or her manager.of supahvisor :

6. That any manag‘er or supewiéor receiving such a report shall immediately contact

their human resources office to svaluate, }nvestigajte’ and tzke approprate action.

7. That all pariies must cooperate fully when quéstionad regarciihg violations ‘of this
palicy. - : ' : '

8. Thatall pafﬁes be advised that any weapon or dangerous instrument at the worksite -
will be confiscated and that there is no reasonable expactation of privacy with respect
to such items in the workplace. : :

6. That this order applies to all state employees in the executive branch.
10. Thateach agency will monitor the effective impiémentation of this policy.
11. That this order shall {zke effect immediately. '

Dated in Hartford, Connecticut, this fourth day of August, 1888,

Q 4, g

k‘j{ﬁ & ROWILAND, Goveror

Piled this 4th day of Aungust, 15899,

SUSAR ‘BYSLbWLCZ, Sccrofary of ths State
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Sexnzl harassment is a parficular typé of sex Fiscrmimation. Like all sexcmal .
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STATE OF CONNECTICUT
DEPARTMENT OF PUBLIC WORKS

TO: _Property Management FFirms/See Distribution
FROM:  Matt Buczacki, Fiscal Administrative Manager.#
DATE: May 21, 2003

SUBJECT: Revision to Purchasing Guidelines for Property Managers

This is to transmit the attached revision to the purchasing guidelines for property managers. This
revision is effective immediately and supersedes all previous revisions. Please review the docurnent
carefully as there are numerous changes highlighted by the following: 1) the bid mintmum is raised
from $1,000 to $2,500; 2) incorporates the required monthly purchase award regporting; 3) requires two
(2) bona fide bids instead of three (3}; and 4) for commodities and services > $10,000 and < $50,000,
replaces the newspaper advertisement requirement with posting to DAS’ website.

Please contact me at 713-5759 should you have any comments or questions regarding this matter.
Thank you for your continued cooperation.

Distribution:  DeMarco, Miles and Murphy - Maria DeMarco
Fusco Management Company — Dave Fletcher
Owens, Renz & Lee Company — Dave Wilcox
Servus Management Corporation — Suzanne Robbins
Tunxis Management Company - Kyle Meccariello

MB/cj

Attachment

Cc: B. Cornish D. Grigely
D. Busanet C. Rafala
D. Barkdale H. Monree
M. Becerra J. Garuti
G. Niles (. Faraci
D. Poulin L. Kumnick
D. Baisley
M. Bantz

165 Capitol Avenue, Hartford, CT 06106
An Equal Opportunity Employer
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REVISED 5/03
PURCHASING GUIDELINES
FOR
PROPERTY MANAGERS

Introduction

These purchasing guidelines are consistent with the rules and regulations to which the Department of Public Works

wnboooo.man do. dieantl

{DPW)is subject:They apply-to-purchases-maae arechy
behalf of and charged to tenant agencies.

AL S s R

DPW requires the use of certified minority and small business set aside (SBSA) program vendors whenever possible.
Refer to the Department of Administrative Services’ Set Aside Program Directory for certified vendors
(www.das.state.ct.us/purchase/setaside). Be sure to obtain a current certificate from prospective vendors.
Advertisements for bids should expressly state its limitation to SBSA vendors. Should the pool of available SBSA
vendors be so limited as to preclude sufficient competitive bids, solicit other bidders in addition to any available
SBSA vendors. '

All contractual services purchased must be performed in accordance with applicable Federal, State and municipal laws
and regulations.

If a bid or an entire bid package is rejected, it should be done in accordance with C.G.S. 4b-94 (attached).
Use the Comments section of the Approval Form for Bids Performed by Property Management Firms to detail any
individual vendor bids that were rejected for any reason (ex. failure to meet specifications, etc.).

Requests for acquisition of any computer hardware or software require special DPW review and approval. Prior to
bidding, direct requests with full specifications and justification to that property’s designated DPW Facilities
Management contact. Carbon copy Matt Buczacki who will facilitate the other than Facilities Management review
portion of the approval process and assist with identifying funding. Upon final DPW approval, procure normally.

All purchase awards for the preceding month should be included as a separate attachment to each building’s monthly
reporting package whether or not any purchase awards are made for the reporting period. As applicable, for correctly
reporting the SBSA type, use and attach the vendor’s SBSA Certificate of Eligibility. Remember, a “purchase award”
is made each time your firm commits to purchase a commodity or service as the agent for DPW. You should report
the “purchase award” in the month it is made. Subsequent payment for the purchase may be made one time or
multiple times over a period of time. The purchase is awarded only once, however. Reporting the purchase award
only (not subsequent payment(s)) is the sole purpose of this report. The format of this report is attached.

Emergencies

Property managers are expected to exercise considerable professional judgement in the care and control of State
property, especially when dealing with emergency situations. As appropriate, emergency purchase information may
be faxed to the designated DPW Facilities Management contact for review and approval prior to purchase.
Remember, the occurrence of an emergency situation does not, in itself, relieve the property manager of the
responsibility to obtain or demonstrate attempts to obtain bids or to use SBSA vendors.

Ain-behalf of DPW and.to. annropriate nurchases.made in .o
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DPW Contacts

Facilities Management/165 Capitol Ave., Hartford — Room G-39A, Manny Becerra, Administrator and

George Niles, Assistant Administrator, 713-5660, Don Poulin, Director of Facilities, 713-5738, Unit Fax is 713-7263;
Room G-4, Donna Baisley, Assistant Administrator, 713-5688, Marilyn Bantz, 713-5899, David Grigely, 713-5683,
Unit Fax is 713-7262.
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13-5783, Dorothy Barksdale, 713- 778 Unit Fax is 713-7395.
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Thresholds and Requirements/Commodities and Services

Purchases < $2,500

As appropriate, solicit quotes (via télephone is OK) for emergency or non-recurring purchases in this price range. No
written specifications approved by DPW are required. NOTE - Do not break up purchases into $2,500 or less
packages to avoid formal solicitation activity.

Purchases > $2,500 and < $10,000

Written specifications are to be sent to the designated DPW Facilities Management contact (DPW/EM) for review and
approval prior to purchase. Solicit enough vendors to receive at least two (2) bids based upon the written
specifications. Bids should be received in writing, tabulated on the Approval Form for Bids Performed by Property
Management Firms and submitted to the DPW/FM for review and approval. Include with the bid package the
approved written specifications and the detail of each bidder’s submittal.

Purchases > $10,000 and < $50,000

Written specifications are to be sent to the DPW/FM for review and approval prior to purchase. Post the request for
quotation on the Department of Administrative Services’ (DAS) website
{www.das.state.ct.us/purchase/agencys/tlogin.htm ). Posting instructions and your firm’s Account ID and password are
attached. Newspaper advertisement is not required. A minimum of two (2) bona fide bids should be received in
writing, tabulated on the Approval Form for Bids Performed by Property Management Firms and submitted to the
DPW/FM for review and approval. Include with the bid package the approved written specifications and the detail of
each bidder's submittal.

Purchases > $50,000

Written specifications are to be sent to the DPW/FM for review and approval prior to purchase. [If the service being
solicited falls under the jurisdiction of Public Act No. 99-142, “An Act Setting Standard Wage Rates for Certain
Service Workers” (see Reference Guide), the property manager, as the agent for DPW, is responsible for including
prevailing wage rates in any applicable bid package as directly obtained from the Department of Labor (DOL)
(www.ctdol.state.ct.us/wgwksnd/prevwgfm.htm). Advertisement for service must occur within 20 days of DOL’s
issuance of the prevailing wage rates.] Advertisement placed twice (Thursday and Sunday) in at least two (2)
newspapers with statewide circulation soliciting public participation is required (see attached sample list of
newspapers). Also, post the request for quotation on DAS’ website (see above). Advertisements must indicate a
public opening date, time and location. A minimum of two (2) bona fide bids should be received in writing, tabulated
on the Approval Form for Bids Performed by Property Management Firms and submitted to the DPW/FM for review
and approval. Include with the bid package the approved written specifications and the detail of each bidder’s
submittal.

165 Clani el Ave. - Boom G-25. Hart erd....,..David.Bu.SaEet“. e e 1 1




REVISED 5/03
3

Thresholds and Reauirements/Repairs, Alteration or Renovation to Real Property

Purchases < $10,000
U ~ WL S TN PG TR SN RPN VNI L SIS U g -~
See the-above guidelines-for purchase of commoditics and services > $2.500 and <-$10,000

Purchases > $10,000 and < $50,000
Same as above except publicly open bids. Secure any appropriate certificates of insurance before making the award.
Purchases > $50,000 and < $250,000

Same as above except secure bid bond or certified check for 10% of the bid. Secure 100% performance and labor and
materials bonds before making the award.

If over $100,000, advertise twice (Thursday and Sunday) in at least one (1) newspaper with statewide circulation,
indicating a public opening date, titne and location.

Any project whose total cost for all work performed is estimated to be '$100,000 or more requires the payment of
prevailing wage rates for all work performed under the project. As the agent for DPW, the property manager is
responsible for including prevailing wage rates in any applicable bid package as directly obtained from the

Department of Labor (www.ctdol.state.ct.us/wgwksnd/prevwegfro.htm). Advertisement for work must occur within 20
days of DOL’s issuance of the prevailing wage rates. Additionaily, a CONTRACTING AGENCY CERTIFICATION
FORM (attached) must be completed and returned to DPW for each award made should the $100,000 cap in total be
equaled or exceeded.

Purchases > $250,000

Property manager may not bid projects whose cost estimate exceeds $250,000. This must be performed by DPW.
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CONNECTICUT GENERAL STATUTES REVISED TO
JANUARY 1, 2003

Sec. 4b-94. (Formerly Sec. 4-137d). Rejection of bids. In inviting bids, the
awarding authority shall reserve the right to reject any or all such general bids, if (1)
the awarding authority determiuves that the general bidder or bidders involved are not
competent to perform the work as specified, based on objective criteria established for
making such determinations, including past performance and financial responsibiity,
(2) the low bid price exceeds the amount of money available for the project, (3} the
awarding avthority determines that the project shall not go forward or (4) the awarding
authority finds cause o reject such bids. If the awarding authority rejects any or all bids
pursuant to this section, it shall notify each affected bidder, in writing, of the reasons
for such rejection. :

(P.A. 73:528, 8.4, 12; P.A. 74-246, 5. 4, 11; P.A. 82447, 5. 4; P.A. 87-254.)

History: P.A. 74-246 clarified circurzstances uader which bids may be rejected; P.A. 82-447 amended section to include
past performance and financial responsibility among objective criteria and to eliminate references to sub-bids; P.A. 87-
254 divided section intc Subdivs. and added Sabdiv. (4}, re a finding of cause to reject bids, and the provision re notice 1o
affected bidders of reasons for rejection; Sec. 4-137d transferred to Sec. 4b-94 in 1989.

Annotation to former section 4-137d:
Cited. 191 C. 497, 502.




Revised 5/03

PURCHASE AWARDS
BY
PROPERTY MANAGERS

Property Location

Property Management Company
‘Prepared By

Purchase Awards for the Month of

Certified
_ SBSA. If SBSA, indicate Commeodity/
Contractor’s Name (exact} Yo N Type (from table}* Service Purchased Amount

* SBSA Type Table
SBE = Small Business Enterprise
MBE - Black = Minority Business Enterprise-Black
MBE - Hispanic
MBE - ITherian
MBE - Asian American
MBE — American Indian/Native American
MBE - Woman
MBE — Person with a Disability

Attach SBSA Certificate of Eligibility for all SBSA purchase awards.
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APPROVAL FORM FOR
BIDS PERFORMED BY
PROPERTY MANAGEMENT FIRMS
DATE:
LOCATION:

PROPERTY MANAGER/COMPANY:

DESCRIPTION OF WORK:

SOURCE OF FUNDS: (Circle One)
General
Project (if circled, complete below)
Project #

Indicate name, amount, and small business set aside (SBSA) status and type, if applicable. If SBSA not used, explain why. Attach a
copy of the current SBSA Certificate of Eligibility for the lowest qualified bidder.

Cerfified If SBSA, indicate Type
NAME AMOUNT SBSAY or N {from Table)*
1 * o
Lowest Qualified Bidder/Recommended Vendor
2.
3.
womments
Authorizing Signatures /Date:
Assistant Administrator/Director, Facilities Management Director, Financial Management
($2,500-$7,500) (If project, funds available)
Administrator, Facilities Management- _ * SBSA Type Table
(Also, if over $7,500 but less than $25,000) SBE = Small Business Enterprise

MBE - Black = Minority Business Enterprise-Black
MBE - Hispanic

MBE - Iberian
Commissioner : MBE - Asian American
{Also, if $25,000 or over) MBE — American Indian/Native American
' MBE - Woman

MBE - Person with a Disability

Procurement Unit (for form, all bids)

‘ote to Property Manager: This approved form must accompany the inyoice incladed in the monthly biiling package for all
oingle payment purchases exceeding $2,500. If the cost of this purchase will be paid by the fenant agency, attach the agency’s
letter aceepting financial responsibility.



STATE:QOF CONNECTIC

PROCUREMENT SERVICES

165 CAPITOL AVENUE, ROOM G-8A
PO Box 150414

' HARTFORD, CT 06115.0474

* POSTING YOUR BIDS ON THE STATE OF CONNECTICUT DAS WEB SITE,

Posting bids — step 1: | :

¢ To enter a bid, go'to http://www.das.sta-te.ct,us/Purchase/Agencys/tlogin.htm.
¢ Enter your agency name and your password.

¢ You can change your password any time you wish.

-Posﬁng bids — step 2:
¢ Sclect “Add a New Bid”.
+ Once you have bids posted, you can also modify them at any time.

Posting bids — step 3:
+ Select the commodity for the type of merchandise you plan to buy from the

drop-down box.
NOTE: We automatically e-mail a notice of your bid to vendors who have

registered on the State of Connecticut web site as potential suppliers of that
type of merchandise. New notices are sent at about Noon or5:00 p.m.
Enter the Full bid number
Enter the file name of the bid with the .pdf extension ,
Click whether you want to send a bid notice to registered bidders. This should
only be NO if there is a minor text change that does not affect the bid.
Enter a summary of the bid.
Enter a synopsis of the bid (if necessary).
¢ If all the contact information is correct, Click on the “Enter Bid” button and
your bid is posted on the Internet,
+ Goto http://WWW;das.state.ct.us/Purchase/OthGovt/tbidlists.asp to view it. You
- may change it any time while it is posted. -

* &+ 9

* e

ANY QUESTIONS? Call or e-mail us.
Maureen Blackburn (860)713-5066 / maureen.blackburn@po.state.ct.us
John Pacholski (860)713-5094  /john.pacholski@po.state. ctus _
Rob Zalucki (860)713-5139  / robert.zalucki@po.state.ct.us

VISIT OUR WEBSITE AT : hittp:/www.das.state. ct, us/busopp. asp

AGENCY SHORT BID INSTRUCTIONS.DOC
Wednesday, September 11, 2002
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NEWSPAPHR Vendors Ad List
FHARTFORD COUTANT V-060383490 01 FAX#(860)241-38606
35 BROAD ST. N-SBSA | 241-3858-CASSIE
BTFD. CT 06115 e-mail crespo@courant.com
CT POST PUBLISHING V222768755 01 FAX#(203)384-1158/368-2997
DEPARTMENT 0393 N-SBSA MARILYN-330-6213/DOROTHY

P.O. BOX 40000
HARTFORD, CT 06151

330-6345/MGT.FREDIA HOWARD

330-6410
e-mail:systems{@snet.net./don’t use

NORTHEAST MINORITY NEWS

MBEOOT=N:=15-066%=

F A V#(8£0\240,,50‘<‘:

UNT pERv

SERENA COBBS/GLORIA DRAPER

P.0. BOX 4139 EX 12/31/01-
HARTFORD, CT 06147 V061410789 01 249-6065

B-SBSA e-mail: ne.minority.news@snet.net.

(15 3*P WK) .
NEW HAVEN REGISTER V-222518039 09 FAX#(203)865-8360
40 SARGENT ST N-SBSA LUCILLE - 789-5456
NEW HAVEN, CT 06511 e-mail: don’t use
WATERBURY AMER/REPUB V-060581760 01 FAX#(203)754-0644/SUZANNH
389 MEADOW ST. N-SBSA JANET 574-3636-X 231
WATERBURY,CT 06702 1-800-992-3232 X 234

e-mail: none

THE DAY V-060317560 01 FAX#(860)442'.—5443/ROBERTA
P.0.Box 1231 N-SBSA JUDY, DONNA X275
47 EUGENE O’NEILL DR. (860)442-2200 X282
~JEW LONDON, CT 06320 e-mail: legal@newlondonday.com
AISPANIC COMMUNICATIONS V-043450953 01 FAX#203)787-4023 :
LAVOZ HISPANA H-SBSA NORMA REYES
35 ELM STREET (203)865-2272 :
NEW HAVEN, CT 06510 - e-mail: lavozhispana@hotmail.com.
HARTFORD INQUIRER V-061035990 01 FAX#(860)522-3014

P.0. BOX 1260
3281 MAIN STREET
| HARTFORD, CT 06143

N-SBSA
(NO SUN. PAPER)

WM, HALES
522-1462
e-mail: inquiremews(@aol.com

THE CHRONICLE
CHRONICLE ROAD
WILLIMANTIC, CT 06226

V-060293320
N-SBSA
(NO SUN. PAPER)

FAXH#(860)423-7641 -

| JODY- 423-8466

e-mail: none

THE NEWS TIME

V-141513238

FAX#(203)792-4211

333 MAIN STREET N-SBSA BONNIE/ 731-3316
DANBURY, CT 06810 _ e-mail: none
NORWICH BULLENTIN V-061032273 03 FAX#(860)887-1949
66 FRANKLIN ST. N-SBSA LINDA 889-3363 X-308
NORWICH, CT 06360 e-mail: none
(INNER CITY) 989-N-10-0248-C FAX#(203)387-2684
PENFIELD COMMUNICATIONS V-061358742 01 DIANE PAYTON
P.0. BOX 9431 | M-SBSA ‘ 387-0354
NEW HAVEN, CT 06534 (EVERY FR1) e-mail: none

Page 1 of 3




NEWSPAPER Vendors Ad List

" JURNAL REGISTER V-222518039 12 FAX#H(860)489-6790
UBA/ REGISTER CITIZEN | N-SBSA LORETTA —489-3121
190 WATER STREET
TORRINGTON, CT 06790
SOUTHERN CT. NEWSPAPER V-060971455 01 FAX#(203)964-2302
ADVOCATE/GREENWICH N-SBSA LEE- STAMFORD
75 TRESSER BLVD. (PO BOX 9307) 964-2321
WOMAN MAGAZINE V-061138199 FAX#(860)726-9315
132 DANBURY ROAD W-SBSA SUE BILANSKY
NEW MILFORD, CT 06776 242-7946 -

BRISTOL PRESS V-060273580 FAX#584-2192
MAIN STREET ' (860)589-1871
BRISTOL, CT 06010 '
CHESHIRE HERALD V-060765247 FAXH#(203)250-7145
125 COMMERCE COURT - :
CHESHIRE, CT ,
LITCHFIFLD INQUIRER V-060563130 FAX#(860)567-0005
P.0.BOX 1139 - 567-8766
NEW MILFORD, CT
HOME NEWS V-370742453 FAX#458-3331
453-2711
THE HOUR V-060563130 FAX#(203)846-9897
46 MAIN AVENUE N-SBSA CAROL/LINDA
NORWALK, CT 06852 (203)846-3281
MANCHESTER J.I V-060408340 FAX#643-1180
306 PROGRESS DRIVE PAT - (860)646-0500
MANCHESTER, CT
MIDPLETOWN PRESS V-223393035 FAX#347-3380
2 MAIN STREET - NANCY - (860)347-3331
MIDDLETOWN, CT 06457 '
MANCHESTER HERALD V-060878289
HERALD SQUARE
MANCHESTER, CT 06040 _
- THE HERALD V-223381014 01 FAX#225-2611
ONE HERALD SQUARE SONTA/ ROBIN -225-4601
NEW BRITAIN, CT 06050
NORWICH HOUR V-0605410 FAX#846-9897
P.0. BOX 790 N-SBSA .LINDA HAYES
NORWALK, CT : 846-3281

Page 2 of 3‘




NEWSPAPER Vendors Ad List-

" "ECORD JOURNAL
11 CROWN STREET
MERIDEN, CT~

V-060508370
N-SBSA

FAX#203-630-2912
LAURA DOUGLAS
203-238-1953

SPRINGFIELD TIMES

V-041767676

FAX#1-413-788-1248
1-413-788-1234

“WALL STREET JOURNAL

V-A131101010

FAX#1-212-556-8828

NEW YORK TIMES :

V-131102020-08

1-800-223-7437

A IUDV GREENRBERG - - o

S e G R AV AT

212-556-8060

MS: o 9/20/99

Page 3 of 3




Rev. 1/00
PROFERTY MANAGER — RETURN TO:
MATT BUCZACKI, FISCAL ADMINISTRATIVE MANAGER
DEPARTMENT QF PUBLIC WORKS
165 CAPITOL AVENUE, ROOM 216, HARTFORD, CT 6106
(860) 713-5759

STATE OF CONNECTICUT ~ DEPARTMENT OF LABOR

WAGE & WORKPLACE STANDARDS DIVISION.
CONTRACT COMPLIANCE UNIT

_ Matt Buczacki , acting in my official capacity as Fiscal Administrative Manager, for
authorized representative : tile

The Department of Public Works, located at 165 Capitol Ave. , Room 2186, Har’fford, do hereby certify that the

contracting agency address
total dollar amount of work to be done in connection with ,
' project name and number
located at
address
shall be § , which includes all work, regardless of whether such project

consists of one or more contracts,

CONTRACTOR INFORMATION
(Attach additional sheets, as necessary)

Name:

Address:

Authorized Representative: -

Approximate Starting Date:

Approximate Completion Date:

Value of Contract/Award: $

Signature (DPW) Date

Return To:
Connecticut Department of Labor
Wage & Workplace Standards Division
Contract Compliance Unit
- 200 Folly Brook Blvd.
Wethersfield, CT 06109




[

SERVUS MANAGEMENT CORPORATION

One Financial Plaza
Hartford, Connecticut 06103
Telephone (880) 278-2040
Fax (860) 527-0143

“Exceptional Real Estate Services”

April 24, 2003

Mr. Matt Buczacki
Fiscal/Administrative Manager
State of Connecticut
Department of Public Works
Financial Management

165 Capitol Avenue

Hartford, CT 06106

RE: June 1, 2003 through May 31, 2004 Proposed Operating Budget
410-474 Capitol Avenue, Hartford, CT

Dear Mait:

Enclosed please find four (4) copies of the proposed operating budget for the Capitol
Avenue complex. The total operating expenses for the year are $6.35 per square foot.
This amount consists of $1.74 per square foot for utilities and $4.61 for the remaining
building expenses. '

This proposed operating budget is approximately $500,000 more from last year, which
increases the costs per square footage. These added costs are directly related to the
increase in the standard wage rate for cleaning and the increased costs due to security
improvements for the complex. :

Special projects for this budget year include the following:

HVAC Services $3,500 June Alerton upgrade to 450 Cap Ave
$9.000 July 470 Cap Ave heating coil repairs
$6,000 Dec Speed drive repair
$3,200 Jan 474 Cap Ave back-up air compressor

repair
$3,200 January  Back-up air compressor repairs

General  Building  $600 June Tree grate clean-up

Maintenance
$11,000 July Parking lot line striping

Capitol Avenue Office * 450 Capitol Avenue, Hartford, CT 06106 * Tele: (860) 418-8798 * Fax: (860) 247-5702




SERVUS MANAGEMENT CORPORATION

Asphalt $5,000

Maintenance

July

Miscellaneous lot asphalt

parking
repairs '

We hope this budget meets with your approval, however we will be available to review

each line item in detail at your convenience.

Sincerely,
\4/’%’?&4&/ l._t g
N
Amanda Morrill
Assistant Property Manager

ce: Dave Fagone, SMC
Jeff Davis, SMC
Linda Zito, SMC

Attachments

N




SERVUS MANAGEMENT CORPORATION

Date Prepared: 4/24/03
Prepared By: Amanda Morrill

410-474 CAPITOL AVENUE

Budget Period: June 1, 2003 through Mayv 31, 2004

EXPENSES:

1.

5.

6.

Cleaning Services: Figures represent costs to perform nightly cleaning service, day
porter service and carpet cleaning. The two-day porters are full time at eight hours
each per day. The day porters are responsible for maintaining the cleanliness of the
common areas and lavatories throughout the day. Due to the high visitor traffic to
the complex, special emphasis 1s given to maintaining the lobbies, elevators and
lavatories. They are also involved with the daily set-ups of the conference rooms in
470 Capitol Avenue. Figures include standard wage rates for cleaning labor and
cleaning supplies. We have also included $2,700 in August for carpet shampooing of
the entire complex.

Pest Control: Figures based on contract for general monthly extermination and pest
control services for the entire building and grounds, including the cafeteria. We have
budgeted an additional for the following:

e $600 in August for pigeon control on the 410 roof
e $600 in May for termite control in 47(), Conference Room AB

Cleaning/Paper Supplies: This line item includes expenses for paper supplies for
the building, such as toilet paper, paper towels, hand soap and trash liners.

. Window Washing: Figures are based on cost to wash the interior and exterior of the

windows in the complex in July ($5,250).

Trash Removal: Figures are based on the DAS State contract rates, which estimates
the cost for trash removal and recycling charges for the entire complex as well as
dump and disposal fees. It also includes the following:

e 3500 in July for the rental of an additional dumpster for spring cleaning of the
complex

* $1,200 each in July and January for the disposal cost of fluorescent lamp
recycling

Electrical Services: Figures represent costs for miscellaneous work that requires a
licensed electrician for the following projects:

¢ $500 each in June and December for the changing of bulbs in the parking lot
e $1,000 in January for the yearly emergency generator test ‘




SERVUS MANAGEMENT CORPORATION

o $700 in February for the yearly transfer switch test
¢ $1,000 in March for the yearly building load test

7. Electrical Supplies: Figures include expenses for supplies such as wire, motors,
motor controls, contactors, fuses, etc.

8. Lighting Supplies: Figures represent expenses for the purchase of replacement

lamps, ballast’s, and other lighting supplies, including lighting for the remote parking

lots (West Lot and Oak & Capitol Lot).

9. HVAC Services: I'igures represent costs for any HVAC miscellaneous service work
that may require an outside contractor in the addition to the following projects:

* Monthly water treatment services

e $3,500 in June for the upgrade of the Alerton system in building 450 Cap Ave
»  $9,000 in July for the 470 Cap Ave heating coil repair

o $8,500 in August for the yearly boiler maintenance as well as needed
miscellaneous repairs _

$4,500 in September for the yearly coil washing

$1,050 in November and April for the repairs of chilled water valves

$6,000 in December for the repair of the 450 Cap Ave speed drive

$3,200 in January for the repair of the 470 Cap Ave back-up air compressor

10. HVAC Supplies: Figures represent costs for supplies such as flexible duct and
fittings, VAV parts, etc in addition to the following:

e 51,500 each in September, January and May for the purchase of equipment
filters

* $2,500 in June for the purchase of miscellaneous supplies for the upgrade of
the Alerton System in building 450 Cap Ave (OPM)

e 51,200 in August for the purchase of the four (4) TUX card for the Alerton
System upgrade

I1. Elevator Services: Expenses are based on existing monthly maintenance contract,
and estimated minor costs for any labor, overtime and materials not included in the
contract.

12. Plumbing Services: Figures represent costs for miscellaneous plumbing services
including emergency call-ins for drain cleaning and basement sump pump problems.
This line item also includes the following:

e 5500 in December for the testing of the back-flow preventers throughout the
complex

13. Plumbing Supplies: Figures represent expenses for miscellaneous plumbing supplies
including valves, urinal and closet re-build kits, toilet replacements, etc.




SERVUS MANAGEMENT CORPORATION

14.

16.

17.

18.

19.

20.

21.

General Building Payroll: Figures based on annual salary and benefits for three full-
time on-site HVAC and maintenance technicians. These figures also include
estimated overtime pay for work that can only be done after hours, emergency call-
ins, coverage during vacations, uniforms, and beepers. We have also budgeted 4%
raises in April 2004.

. General Building Supplies: Represents expenses for gencral and mlscellaneous
" building tools and supplies suchas window inventory, door hardware, eic.

General Building Maintenance: This item includes general and preventive
maintenance expenses for the parking access control equipment, labor to replace
broken windows, roof repairs, and any other miscellaneous items, which may develop
throughout the year. This line item also includes the following:

Monthly Port-O-Let charges for the off site parking lots

$600 in June for the cleaning of the tree grate’s

$10,000 in July for the line striping of the parking lots

$1,000 in September and March for miscellaneous roof repairs
$3,000 in September for the evaluation of the 474 Cap Ave chimney -

On-Site Office Telephone: Represents costs to maintain phone lines to the
management and maintenance office in addition to the following:

e 474 Cap Ave gas meter
* Phone service to the Oak and Capito! parking lot
e Fax machine

Signage: Represents costs for any miscellaneous signage needed for the interior or
exterior of the building.

Electricity: This includes all of the electrical charges for the complex. The monthly
amounts are reduced to reflect the anticipated reimbursement from ENI for their
portion of the total consumption.

Gas: The gas is used to service the 3 boilers for heating requirements, the cafetena
equipment and two hot water heaters located in the 450 building. We have also added
4 rooftop, gas fired HVAC units to 410 Cap Ave to preheat the outside air. Thig will
allow us to increase the amount of outside air being introduced into the building thus
reducing our air quality complaints. It also eliminates the numerous problems we
were experiencing with the interior heat pump units.

Fuel Oil: This is for use in the emergency generator and boilers on the rare occasion

. that CNG puts us on interruptible service.



SEI-?VUS MANAGEMENT CORPORATION

22.

The additional coils are connected to the ENT loop. -

24.

26.

27.

28.
29.

30.

Purchased Steam: We anticipate generating our own heating requirements by
utilizing our in-house boilers.

. Purchased Chilled Water: These costs are associated with the cooling requirements

throughout the complex. We have increased these costs to reflect activation of some
additional cooling coils in the 410 building. We had to abandon the interior heat
pump units for cooling purposes because of their high rate of failure (poor design).

Water/Sewer: This category includes water, sewer, and fire service charges.

. Security Services: This category consists of hourly costs to maintain 24-hour 7 day a

week security guard service at the complex consisting of a total 731 security guard
hours. During the month of May 2003, the Capitol Avenue complex utilized the DAS
State contract for security guard services, which increased the overall final cost. The
change in security guard service is based on the Homeland Security improvements as
well as the security audit performed in 2001.

In January 2004, we will be adding approximately 200 more hours (4 more security
guard stations). These additional security guard stations will be strategically placed
throughout the complex.

Due to this increase in rate charges and security guard hours, this line item is
much higher per square footage than the previous operating budget costs.

Other Security Expenses: This item includes expenses for maintenance, repair and
inspection of the security system and cameras as well as building access cards and
badges.

Fire Protection: Figures represent costs to service and inspect all fire extinguishers
within the complex as well as the cost for maintaining the fire alarm equipment,
billed twice annually in July and January ($4,650 each - Simplex), $500 in September
to test the sprinkler double check valves, and $1,500 in October to perform a sprinkler
flow test.

Landscaping: Figures represent monthly costs for landscaping, tree pruning, plant
services and cleaning of the Capitol Avenue complex grounds, West Lot, and Oak &
Capitol.

Snow Removal: Figures represent estimated costs for snow removal services for the
Capitol Avenue complex, as well as service to two satellite parking lots (Oak &
Capitol and West lot). The snow removal contract is billed on a per-storm basis.

Asphalt Maintenance: This represents miscellaneous minor costs for asphalt repairs
to the parking lots. This line item was significantly increased due to much needed
repairs to the asphalt located throughout the parking Jots and driveways.




SERVUS MANAGEMENT CORPORATION

31.

33
copier leasing, postage, purchase order forms, and other miscellaneous expenses.

34

35.

38.

Sweeping: Represents cost to power sweep the Capitol Avenue parking lot and two
satellite parking lots (Oak & Capitol and West) in May.

. Administrative Payroll: Expenses include the annual salary and benefits for the

property manager and part time administrative assistant as well as the 4% raises in
April 2004. As you will notice, this line item will show significant savings based on
the new rates for the new property manager ‘allocations.

Ofﬁce Supplv Expense Flgu:res represent costs for such relmbursement items as

Management Fee: Represents $5,500 per month based on the management contract.

Other Professional Fees: We do not anticipate any activity in this account.

. Other Administrative Fees: This includes miscellaneous costs associated with

maintaining the bank account, etc. It also includes $385 in September and January
for miscellaneous .training courses for the maintenance techmc1ans (as requested
and/or approved by DPW).

- Fees & Licensing: Represents miscellancous fees and licenses (none included) and

$135 in August for the license renewals of the on-site ITVAC technicians.

Total Operating Expenses: Budgeted expenses are $6.35 per square foot. This
amount consists of $1.74 per square foot for utilities and $4.61 for the remaining
building expenses.




STATE OF CONNECTICUT
DEPARTMENT OF PUBLIC WORKS

June 24, 2003

Ms. Suzanne Robbins, DPW I iaison
Servus Management Corporation
One Financial Plaza

Hartford, CT 06103

Dear Suzanne:

This 1s to mform you that the following operating budgets for the peniod 6/1/03 - 5/31/04 are

approved:
Requested Approved
Location. Operating Operating Reduction
Budget Budget Te

395 West Main Street $ 210,265 $ 203,957 3
Walerbury

410-470 Capitol Avenue 2,738,231 2,656,084 3
Hartford '

505 Hudson Street 1,399,591 1,357,603 3
Hartford '

Troop K 119,479 119,479 G
Colchester

DPS Headquarters 684,783 684,783 0
Middletown '
315 Buckingham Street . 134,963 130,914 3
Hartford

24-338 Wolcott Hill Road 1,104,054 1,070,932 3
Wethersfield .
200 Folly Brook Blvd. 1,008,804 1,008,804 0
Wethersfield * '

Agency-wide, requested property management operating budgets totalled $22,005,914.
$2,621,728 from reimbursable locations is projected. Net request for DPW funding was
$19,384,186. Available DPW funding is $18,873,774. The shortfall is $510,412 or 3%.
Depending on the funding source (reimbursable, regular operating or campus/district
office/other), reduction percentages of 0%, 3% or 3%, respectively, have been applied to the
budget requests. Also, please note that additional savings may be required based npon evolving
budget conditions.

165 Capitol Avenue, Hartford, CT 06106
An Equal Opportunity Employer 7



Page 2
Servus Management Corporation

. Please.use the approved operating budget amounts. for all.reporting... Make. line item adiustments ...

AS HECEeSSAry.

Your ongoing effort to live within these budgets is appreciated and critical to the continued
success of DPW’s privatized property management prograim.

Sincerely,
/M@@

Matthew Buczack1
Fiscal Administrative Manager

* Includes estimated cost of one (1) DPW empioyee totaling $50,000. Carry cost in General
Building Payroll line item. Monthly cost will be updated and forwarded by DPW.

MB:cjm

ce: B. Cormnish, J. Love, M. Becerra, D. Baisley, D. Poulin, M. Bantz, D. Grigely




Praperly Name: 410-474 Capitol Avenue

Sq Ft; 431,066
FY 2004 (6/01/03-5/31/04) Operating Budget
Prepared by: Amanda Morrill

For the Dm_um_.._,:m.:_ of Puhlic Works

State of Cognecticut

Date Prepared: 4/24/2003
“Aget Code Acct Title June sluly. Augusi  September October November December January Febmuary — Magch Aprll May . IOTARL
Securlty & Life Safety H
Securlly Services 350,954 63,693 $50,954 350954 363,693 $50.854 . $63603  $65,584  §74,985  $B1,903 $65,594  $55,504 $748,635 $1.74 3430813 $1.00 30,74
Other Securlly Expense i %300 3300 3300 $300 3300 5300 $300 3200 $300 $300 $300 $300 $3.600 50.01 $1,926 30.00 $0.00
Fira Prolection $150 $4,800 $150 31,750 $1,850 $150 $150 34,800 5150 $150 3180 $150 $14,200 $0.03 $14,459 $6.03 $0.00
Total Security & Lite Satety 51,404 $68,783 $51,404 353,004 365,843 551404 $64,143  $70,694  $75,415  $82,443 366,064  $66,044 $766,435 $1.78 3446998 5104 30.74
Beads & Grounds :
Landscaping $1,305 $1,305 $4,305 $1,305 31,305 $1,305 $55 $55 $56 855 $1,308 $1,305 $10,660 $0.02 $9,857 30,02 30,00
Indoer Plants $0 50 $0 50 50 30 30 30 50 50 50 s0 . 30 $£0.00 30 $5.00 $0.00
Snow Removal $0 $0 $0 30 30 34500  $10000  $15000  $71,000  $10,000 55,000 50 $55,500 3018 $112.274 $0.25 -30,13
30 35,000 - 30 30 30 $0 50 30 $0 50 $0 30 35,000 30.01 %0 30.00 30.01
Parking Lot Swaeping 30 50 $0 0 56 30 $0 30 30 30 $4,000 $0 $4,000 F0.01 $7,800 5002 -$0.01

Total Roads & Grounds $6,305 $1,308 $1,305 $1,305 35805  FI0055  $15056  $11,055  $10,085 $10,305 1,305 $75,160 3047 $130,041 80.30 -$0.13

Administraive
Administrative Payrelt $7,282 $7,383 47,983 $7.383 $7,3083 37,383 $7,383 57.383 $7.383 37678 37,678 389,186 $0.21 386,876 $0,20 30.01
Office Supply & Expense $600 $660 $600 $800 3600 $600 3500 5600 3600 3600 5600 §7.200 50.02 36,238 $0.01 $0.00
Management Fee $5,500 35,500 35,500 $5,500 55,500 $5,500 $5,500 $5,500 $5,500 95,500 55,500 366,000 $06.15 365,000 $0.15 $0.00
Other Professional Fees ; $0 30 $0 50 $0 50 $0 $0 50 30 50 50 $0.00 30 $0.00 $0.00
Other Adminislrative Expsnse i 348 $48 48 $433 $48 548 $48 $433 $45 $48 348 48 51,346 $0.00 607 $0.00 $0,00
Fees & Licenses $0 50 $138 $0 $0 50 30 30 30 30 30 $0 $135 $0.00 50 30,00 30.00

Total Administrative quAmmA $13,531 $13,668 $13,816 $13,531 $13,531 $13,531 $13.916 F13,531 $13,521 $13,826 $13.828 $163,867 $0.38 $159,721 $0.37 $0.01

TOTAL OPERATING EXPENSES %m.am_mm.c 265,843 $227,295 $220,945 $22B743 3204260 $235118  $248,705 $232806  $241.463 3216894 3206819  $2,738,231 9636  $2,388344 $5.54 $0.81




Property Name: 410-474 Capitol aAvenue

Sq Ft: 431,066
FYY 2004 {801/03-631048) Operating Budget
Prepared by: Amanda Morxill

For the Depariment of Public Works
State of Ou:m_mnze.__

Date Prepared: 4/2a/2003
Agct Code Acct Title Suly Augest  September October November Decomber .January Eebruary  March Apiil May

EXPENSES:

Cleanipy :
Cleaning Services $41,650 341,575 $44,275  $41650  §41575 $41575 341860  $41,575 341575 $41,850 $41,575  §41,575 $501,900 51116 $466,808 $1.08 $0.08
Past Conitrol $248 5310 $848 3248 $310 5248 310 5248 $248 5310 5248 $848 $4,424 $0.01 34,420 $0.01 40,00
Cleaning Supplies $3,065 $3.085 $3,065 $3,085 $3,085 $3,085 $3,065 $3,160 $3,160 $3,180 $3,160 $3,160 $37,256 30.09 336,348 $0,09 30,00
Window Washing 30 $5,250 $0 50 $0 $0 30 50 30 30 $0 30 $5,250 $c.01 $4,500 $0.01 50.00
Trash Removal 33,156 34,856 $3,158 $3,156 $3.156 $3,156 33,156 54,356 53,156 $3,158 $3,156 $3,156 $40,772 $0.08 $38,829 $0.09 $0.00

Total Cleaning 48,119 $55,066 351,344 $48119 - 548,108 $48044 348,181  $49,335  $48,139  $48,276 $48,130  $48,739 $589,601 $1.37  5553,956 $1.20 30.08

& e .

Electrical Services $650 $150 $150 $150 3150 5150 $650 $1,150 $850 $1,150 5150 $150 35,500 $0.01 $1.240 $0.00 $0.01
Electrical Supplies 5275 $275 3275 $275 $275 3275 $275 '$278 3275 $275 §275 $275 $3,300 $0.01 $2,996 $0.01 30.00
Lighting Supplies $350 $350 $350 $350 3350 5350 5330 $350 $350 $350 $aso $350 34,200 $0.01 $3,461 $0.01 3000
HVAC Services $4.952  $10452 $9,952 35,892 $1452 $2,502 $7,452 $4,652 $1,452 $1.452 $2,502 51,452 354,224 $0.13 $27,326 30,06 $0.06
HYAC Supplles 3,300 $800 $2,000 $2,300 800 $800 $800 $2,300 3800 $800 $800 $2,200 $17,800 $0.04 318,135 $0.04 30,00
Elgvator Services 1,805 $1,655 $1,655 $1.805 $1,655 31,655 $1.805 $1,655 $1,658 $1,805 $1,636 81,655 $20,460 $0.05 $20,27% $0.05 $0.50
Plumblng Services 100 $100 100 $100 $100 $100 $600 $100 $100 $100 100 $100 $1,700 $0.00 $2,788 $0.01 $§0.00
Plurnbing Supplies $150 $150 $150 $150 $150 3150 3150 $150 5150 $160 $150 3150 $1,800 $0.00 $856 $0.00 $0.00
General Bullding Payrofl 318229  §22,786 518,229 318,229  $22785 $18,228 322786 $18,228  $18,228  $22,786 $18,958 318958 $238,434 30,55 $230,381 $0.53 30,02
General Bullding Supplles 31,000 $1,000 $1,000 $1,000 51,000 $1,000 $1,000 $1,000 $1,000 $1,000 $1,000 31,000 $12,000 $0.03 517,509 $0.04 -30.01
General Building Malntenance $1,625  §11,025 $1,025 $5,025 $1,025 $1.025 31,025 $1,025 31,025 52,025 31,025 $1,025 $27 9500 30.08 $24 697 $0.08 30.01
On-Site Office Telephone 5340 $340 5340 3340 $340 3340 | 8240 $340 3340 5340 £340 $340 34,080 50,01 33,841 20.01 $0.00
Signage 376 §75 $50 §75 $75 §50 $75 $75 350 §75 $756 $50 800 $0.00 $780 $0.00 $0.00

Total Repairs & Maintenance 32,851 $49,158 $36,276  $35751 530,158 526625 | 337,308 331,301 $28,276 - $32,308 $27,380 327805 $392,198 3091 3356,386 $0.93 $0.08

Utllitles ;
Electricily 15,500  $35,500 $35,500  $35500  $37,000 $37.000  $38500 327,600  $IY,800  $35,000 35000  $36.000 $436,700 $1.01 $427,499 30.99 $0.02
Gas 42,200 $2,200 52,500 33,000  $10,500 $15000  $17,000 $25000  $15000  $15.000 $12,000 $6,000 $124,400 $0.2¢ $120,341 $0.28 30.01
Fuel Gil 30 50 50 30 $2,500 $2.500 2,500 $2,500 $2,500 30 $0 30 $12,560 $0.03 520,363 $0.05 -50,02
Purchased Steam $0 30 30 %o $0 38 30 30 %0 30 $0 50 30 $0.00 30 $0.00 $0.00
Purchased Chifled Water $22,000  $35000 $35000  $29,000  $18,650 $3.000 {32,500 $1,800 $1,900 $2,500 $2,900 $6,800 $151,150 $0.37  $150.042 50,37 20,00
WateriSewer 1,350 51,200 $1,300 $1,350 $1,350 51350 51400 $1,400 51,470 51,350 $1,300 $1,300 §16,220 30.04 $13,852 30.03 $0.01

g —— J ramm—————— ]
me 050 $74,000 $74,300  $68,850  $70,000 $58,850 $EB,A70  $54,850 $51,200 349,100 $750,970 $1.74 8741202 $1.72 $0.02

$61.900  $63,400




